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2.0 ABOUT THE IDAHO WEB DEATH MODULE

This user guide serves as a comprehensive reference for the demographic data
entry and verification functions of the Idaho Web Death Module.

This user guide is divided into the following two sections for your convenience:

Section |. System Overview:

Technical Support

On-line Help Features

Login - System Access

Log Out — Exit the System
Navigation, Data Entry and Tool Tips
User Directory

Record Status Screen

Presumed Fields

Menus and Screenshots

Section Il. Demographic Data Entry and Verification Functions

Start a New Record / Pick-up an Existing Record
Search for a Record

Canceling Changes

Returning to the Main Menu

Unresolved Fields List

Demographic Data Entry Tips

SSN Verification

Designate a Medical Certifier

Coroner Referral

Print/Reprint Death Certification Worksheet
Proxy Medical Data Entry

Print full Death Abstract Form

Print BTP/Blank BTP
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Demographic Verification

Medical Certification by Funeral Director

Respond to Query

Relinquish a Record

Reports

Medical Data Entry Tips
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3.0 SYSTEM OVERVIEW

This section provides detailed information about the Idaho Web Death Module

regarding the following topics:
Technical Support
On-line Help Features
Login - System Access
Log Out — Exit the System
Navigation, Data Entry and Tool Tips
User Directory
Record Status Screen
Presumed Fields
Menus and Screenshots
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3.1. Technical Support

The following resources provide reliable ways to get answers to questions and
support for all of the functionalities included in the Idaho Web Death Module:

On-line Help Functions within the Idaho Web Death Module:

Field Tips

Field Level Help
System Level Help
Module Level Help

Contact Technical Support:

Genesis Systems, Inc. provides a 24-hour technical support hot line. Experienced
technical support staff members are available to answer your questions and provide
solutions to your individual problems.

Important Note: Because Technical Support plans vary, please contact your IDHW
Administrator before calling Genesis Systems, Inc.

Technical Support Hotline:

(717) 909-8500 and select Option 1
Monday thru Friday 9:00 AM to 7:00 PM ET

After Hours Message Center: Genesis electronic message center will prompt you
to leave the necessary information for your call to be returned by the on-call
technical support staff member.

(717) 909-8500 and select Option 1
Monday thru Thursday 7:00 PM to 9:00 AM ET
Friday 7:00 PM ET thru Monday 9:00 AM ET

E-mail: genesis@genesisinfo.com
Visit us on the web at: www.genesisinfo.com

Genesis Systems, Inc. — CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
’ . ID-01-1010-Funeral Home o
| Genesis Systems, Inc. Training Guide-1.0-10202008 \l/%rs"’”-
’ Issue Date: :
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 11 of 208

3.2. On-line Help Features
The ldaho Web Death Module includes the following On-line Help features:

3.2.1. Field Tips

Field tip help text will be authored by the State using the provided utility. This text will
appear between the data entry tabs and the data entry fields on each screen. The tip
changes as a user tabs from one field to the next. The content is specific to a given
field and is intended to provide definition or instruction regarding the completion of
that item.

Functions ¥ Registration * FReports * Tools ™ Help *

gl f B SLSO0 00 S EE BB =@

Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE = CLYDE ROY 09/24/2008 =
Demographic 1 Demographic 2 Demographic 2 Demographic 4 Medical 1 Medical 2 Medical 2 Comments

Residence Street Address(Demographic Data Entry)

D ECEDENIE-AEELRENCE-ADRRESE DECERENIEME A=A R ED-EORCES
Street Address: Armed Forces: —Select a value— |¥
State/Country: IDAHO bl DECEDENT'S FATHER'S NAME
County: ADA > First Name:
City/Town: BOISE w Middle Name:
Zip: —Selectal|™ Last Name: Suffix: | —Select 3 valu ™
Zip Ext: Birthplace: —Select a3 value— ¥
Inside City Limits: | —Select a value— e DECEDENT'S MOTHER'S MAIDEN NAME
DECEDENT’S MARITAL STATUS AT TIME OF DEATH First Name:
Marital Status: --Select a value-- hd Middle Name:
SURVIVING SPOUSE (IF WIFE, GIVE MAIDEN NAME) Last Name: Suffix: |-Select a valu ™
First Name: Birthplace: —Select 2 value— v
Middle Name:
Maiden Name: Suffix:

Previous
Fecords in Queve:|2 Fizld Name:|Rasidencs Streat Address Fizld Status:|Unsesolved |Current Action:|Updating Record Unresalved List
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3.2.2. Field Level Help

Field level help is additional text authored by the State and associated with each
field. The user can access this help text for a given field by ‘clicking’ on the label
associated with the field on the screen. This will cause a popup message to appear
containing the field level help text.

Functions ™ Registration ™ Reports Tools ¥ Help ¥
A BesONIDsEEEE- @
Unresolved Work Queue Filter: Unresolved Work Queue:

Medical 1 Medical 2 Medical 3 Comments

DECEDENT'S RESIDENCE ADDRESS DECEDENT EVER IN US ARMED FORCES
Street Address: Armed Forces: 2
State/Country: DECEDENT'S FATHER'S NAME

First Name:

ty/Town: Middle Name:
Zip: Last Name: Suffix: e
Zip Ext: Field Help x
Inside City Limits:

Inside City Limits?{Demographic Data Entry) RN NAME

DECEDENT’'S MARITAL STATUS AT TIME
Marital Status: ‘I

SURVIVING SPOUSE (IF WIFE, GIVE MAIDEN NAME) Last Name: Suffix: 3
First Name: Birthplace: 4

Middle Name:

Maiden Name: Suffix:

| Previous | Next|

3.2.3. System Level Help

A link to system level help will be available on each page. This will hyperlink the user
to HTML help for the system which provides an index and search feature to locate
any desired help topic. To access System Level Help, select the Help/Help menu

item or click on the ‘Help’ icon Q.
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3.2.4. Module Level Help

Module level help refers to a link that will access a specific topic within the system
level help structure that relates to the functional area that the user is presently in.

3.2.5. About Idaho Web Death

About Idaho Web Death details system information regarding the current version of
the Idaho Web Death Module. To access this option select the Help/About menu

item.
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3.3. Login — System Access

Prior to making any attempts to access the Idaho Web Death Module, please verify

that you have access to the following requirements:

v" Live Internet connection

v' Widely used standard web browser (preferably Internet Explorer)

If one or more requirements are missing, the Idaho Web Death Module will
NOT be accessible and/or will NOT function properly. Please follow the
instructions below once you have verified that all requirements are met as specified

above.

1. Access the Idaho Web Death Module on the web:

a. Open your web browser (i.e. Internet Explorer, Netscape Navigator, etc.) to

establish a live internet connection.

b. Type the application address in the URL box or select from Favorites. (You

can acquire the URL from an administrator.)

c. Login screen will be displayed:

User Mame:

Password:

[ Lagin ][ Change Password ][ Cancel]

] pemo Mode

WARNING! BY ACCESSING AND USING THE IDAHO ELECTRONIC DEATH

REGISTRATION SYSTEM YOU ARE CONSENTING TO S¥YSTEM MONITORIMNG FOR

LAW ENFORCEMENT AND OTHER PURFPOSES. UNAUTHORIZED USE OF OR
ACCESS TO THIS COMPUTER SYSTEM MAY SUBJECT YOU TO STATE AND
FEDERAL CRIMIMAL FROSECUTION AND PEMALTIES, AS WELL AS CIVIL

FPEMALTIES.
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2. Login to the Idaho Web Death Module
a. Enter your username and password in the fields provided.
b. Click on the ‘Login’ button.
3. If you work at multiple physical locations, the Location screen will be displayed:

Location : | w

[ Ok ” Cancel ]

a. Select the appropriate facility from the available choices in the drop-down list.
NOTE: the facility selected will impact the records you have access to while
logged in. Please choose carefully.

b. Click ‘OK’.

4. The main menu of the Idaho Web Death Module will be displayed:

lm__{a‘-“ ﬂi‘ DAHO DEPARTMENT OF
hf—t—2 - — 1 HEALTH &« WELFARE

Functions * Tools ~

Web Death Module

STATE OF IDAHO
Department of Health and Welfare

Bureau of Vital Records and Health Statistics
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5. Select the Functions/Demographic Data Entry menu item to access the
Demographic Data Entry and Verification screens.

Functions ¥ Registration * Reports * Toolz * Help ~
2l a6 | B OO0 0N @ W BB M= =@

Unresolved Work Queue Filter: Unresolved Work Queue:

DEMOGRAPHIC DATA ENTRY INCOMPLETE k3 —-Select 3 value— E
Demographic 1 Demographic 2 | Demographic 2 Demographic 4 || Medical 1 Medical 2 Medical 2 Comments

GENERAL INFORMATION -
EDR Number: Funeral Home Case: Date of Death Type: Date of Death: Record Type:

ACTUAL ¥| From: | _J To: -

State File Number:  Presumptive Court Date: Presumptive Court Name:

DECEDENT'S LEGAL NAME
First Name: Middle Name: Last Name: Suffix:

W

[J  AKA Names

AKA 1 First Name: AKA 1 Middle Name: AKA 1 Last Name: AKA 1 Suffix:

AKA 2 First Name: AKA 2 Middle Name: AKA 2 Last Name: AKA 2 Suffic:

AR 3 First Name: AKA 3 Middle Name: AKA 3 Last Name: AKA 3 Suffix:

DECEDENT'S SEX DECEDENT'S SSN DECEDENT'S BIRTHPLACE -
A4 3
Records in Quepe:|1 Field Name:|Unresolvad Worl Quane Field Status: [Resolved Current Action:|Default Unresolved List

3.3.1. Session Time-Outs

If the system has not detected a ‘business transaction’ (save a record, search for a
record, login) within 20 minutes, the session will ‘time-out’ and you will not receive
further responses from the system. The following ‘Timeout Alert’ will appear 2
minutes before the application is due to time out.

Timeout Alert

Application will time-out in 94 seconds, Please click yes to continue editing.

| |
I

Yes Mo
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If the system appears to stop responding (no choices in some pick lists, cannot save
a record, cannot retrieve a record, etc.) it is likely that a session time-out has
occurred and a warning will alert you.

Timeout Alert

Application Timed-out. Please Login again.

—

To recover from a session time-out, exit and re-login to start a new session. Saving
the work you are doing frequently will prevent session time-outs. If you will not be
using the application for a time you should close it and then login again when you
need to.

3.3.2. About Passwords

User passwords expire at specified intervals. When this happens, the user will be
alerted when an attempt is made to login with an old password. A user may also
change their password at any time by clicking on the ‘Change Password’ button
located on the Login screen. To change your password:

1. Enter your User Name and Password on the Login Screen and click the ‘Change
Password’ button.

User Mame: |gdmin

Password: (T
e —

Login  Change Password : Cancel

(] pemo Mode

WARNING! BY ACCESSING AND USING THE IDARHC ELECTRONIC DEATH
REGISTRATION 3¥STEM YOU ARE CONSENTING TO S¥YSTEM MONITORING FOR
LAW ENFORCEMENT AND OTHER PURPOSES. UNAUTHORIZED USE OF OR
ACCESS TO THIS COMPUTER SYSTEM MAY SUBJECT YOU TO STATE AND
FEDERAL CRIMIMAL FROSECUTION AND PEMALTIES, AS WELL AS CIVIL
PEMALTIES.
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2. On the following screen, enter your New Password and confirm it. Click the ‘OK’
button to activate the new password and log in.

Change Password

Uzer ID

Mew Password

Confirm Password

| ok | cance

3.3.3. About Demo Mode

The ldaho Web Death Module supports a training mode that allows new users to
train on the system without adding or altering data in the central registry. All
transactions executed while in demo mode will be stored in a different database
reserved for training.

User Mame:

Password:

Change Password ][ Cancel ]

Cemao Mode

WARNING! BY ACCESSING AND USING THE IDAHO ELECTRONIC DEATH

REGISTRATION SYSTEM YOU ARE CONSENTING TO SYSTEM MONITORING FOR

LAW ENFORCEMENT AND OTHER PURPOSES. UNAUTHORIZED USE OF OR
ACCESS TO THIS COMPUTER SYSTEM MAY SUBIECT YOU TO STATE AND
FEDERAL CRIMIMAL PROSECUTION AND FEMALTIES, AS WELL AS CIVIL

PEMALTIES.
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1. Login to Demo Mode by entering your user name and password and clicking on
the check box next to ‘Demo Mode’ on the Login Screen.

2. The system will verify if you wish to continue with ‘Demo Mode’ login.

Are you sure you want to continue to Demo Mode Login?

[ Yes ] [ Mo ]

3. Click ‘No’ to cancel Demo Mode login. If you click ‘Yes’ you will login to ‘Demo
Mode'.

Logging in under demo mode will direct all database transactions to a demo
database rather than to the production database. The system administrator can login
under Demo Mode to create user profiles for training purposes. For example, the
system administrator may create a user name ‘DEATHDEMO’ with a password
‘DEMO123’. This will allow users at any level to work through the exercises
suggested in this User Manual.
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3.4. Log Out — Exit the System

Exit or log out of the Idaho Web Death Module using one of the following methods:

1.

From the Idaho Web Death Main Menu, select the Functions/Exit menu item to

log-out.

NOTE: although closing the browser by clicking on the [X] (close window option)
located in the upper right hand corner of the screen will close the application it is

recommended that you exit by using the ‘Exit" menu option instead. This will

insure that your session is also closed and prevent possible problems when you

try to login again.

Functions ¥ | Tools ~

Demoiraih|c Data Entry | Web Death Module

STATE OF IDAHO
Department of Health and Welfare

Bureau of Vital Records and Health Statistics

m HEALTH & WI

v

LFARE
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3.5. Navigation, Data Entry and Tool Tips

This section describes functions that enable access to and allow data entry in the
Demographic Data Entry screen.

3.5.1. Using the Mouse

Users can use the mouse to navigate within the Idaho Web Death Module. Click on
the various items (hyperlinked text and/or icons) on the menu to perform functions
related to demographic data entry and verification. The mouse can also be used to
navigate from one field to another during data entry. This is not the most efficient
means of navigation, however, and it is recommended that you navigate using the
keyboard as much as possible.

3.5.2. Using the Keyboard (AllBoard®©)

The following keys allow for easy navigation through the screens in the Idaho Web
Death Module without using the mouse:

TAB: The 'Tab' key is the Windows standard for moving from one control field to
another. A control refers to anything on the screen that either accepts user input or
enables action. When you are 'on' a control, the control is said to 'have focus'. A
flashing cursor, orange background and in some cases, a frame will indicate where
focus is located. You can also change focus by clicking on another control with the
left mouse button.

Tab Key

SHIFT + Tab: Holding down the shift key and pressing Tab simply reverses the
"TAB order' and moves focus back to the previous control.

ENTER: The ‘Enter’ key typically means 'Execute’. It is the equivalent of clicking the
left mouse button. If a control has focus and the Enter key is pressed, whatever
action is associated with that control will be initiated.

Left/Right/Up/Down Arrows: These keys are used to navigate within a field or
within a 'pick list". Within a field, the left and right arrows will move the cursor back
and forth to let you change a specific letter, etc. The backspace and delete keys also
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operate within a field to allow editing. Within a drop down list (pick list), the Up and
Down arrows can be used to navigate through the list. The ‘PgUp’ and ‘PgDn’ keys
can also be used. In a drop down list, once you have selected the choice you want
(highlighted) by placing focus on it with the arrow keys, pressing Tab will accept the
selected choice and move focus to the next field.

Down Arrow: This key has significance for a special type of field referred to as a
'‘Drop-Down Box'. It is also known as a 'Combo Box' or ‘Pick List’. The small arrow
pointer (drop down arrow) on the right hand side of the field indicates that a list is
available for you to select from. You may also click on the drop down arrow to cause
the list to open and then use the mouse to scroll through and select a choice. If you
prefer to keep you hands on the keyboard, you can press the 'Down Arrow' on the
keyboard to open the list. Use the Down and Up arrows to navigate through the list.

Minds Eye (Type Ahead Logic): Type Ahead Logic provides another way to save
time by eliminating the number of keystrokes to pull up an item from a drop down
box. This feature enables the user to begin typing and the list will filter according to
what the user types. In the 'State’ lists users can also type the two character
standard abbreviation such as 'OK' or 'OH' or 'NJ' to immediately focus on the
correct choice.

Space Bar: This key can be used to toggle a checkbox item ON or OFF.

3.5.3. Using Tool Tips

Tool Tips are a helpful feature of the Idaho Web Death Module that display
information revealing an icon’s function. To activate this feature, simply hover the
mouse over the icon to display the tool tip.

Functions * Registration *
a . B &

Unres Tork Quey

Search

3.5.4. Registration Toolbar

The toolbar within Registration provides quick and easy access to the most
commonly used commands. Click on any of the icons below to execute the
associated actions:
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Icon | Registration Function

#| | Exit the Application

& | Find Records

| | Create a New Record

[ | Save the Current Record

4 | Cancel Changes

[ | Designate Medical Certifier

[ | Demographic Verification

B Relinquish

[ | Response to Query

%% | Refresh Filter Queue

[4] | First Record from Work Queue
[«] | Previous Record from Work Queue
[#] | Next Record from Work Queue
[*] Last Record from Work Queue
4 Previous Tab

= | Next Tab

& | Help

3.5.5. Visual Cueing (Viz-e-Q©)

The Visual Cueing feature of the Idaho Web Death Module provides users with
color-coded field cues to indicate the status of each data field.

Genesis Systems, Inc. — CONFIDENTIAL - Not To Be Released Without Written Consent




. Document ID:
. ID-01-1010-Funeral Home Version:
| Genesis Systems, Inc. Training Guide-1.0-10202008 orsion:
| Issue Date: '
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 26 of 208
State File Number: First Name: Middle Name: Last Name:
DEWITT
Disabled Field in Focus Unresolved Resolved

Grey field signifies a Disabled Field. Data in this field has been accepted or
automatically generated by the system and cannot be modified. Also, once the
record had been completed and released all fields will appear this way signifying that
data entry was complete and the record has been accepted for filing.

field indicates the field has Focus, or an active field where the data entry can
currently take place. If you start typing, this is the field that will take your input. Click
on an Unresolved (yellow) or resolved (white) field to activate it.

field indicates an Unresolved Field. This color is the system’s way of
indicating that it requires a response before data entry can be considered complete
(resolved). This color also indicates that an entry can be made in those fields.

field signifies a Resolved Field. Data entry for this field has been initially
checked and accepted by the system. All fields where data entry is available must
be in the ‘resolved’ status saved you can release the record.

3.5.6. Edit Checks (Fast-Fire©)

Soft Check

Many data fields ‘anticipate’ that the first time a user sets focus on them (uses ‘Tab’
to advance to the field or uses the left mouse button to click on the item) an entry will
be made in that field.

If no entries are made in a field and user shifts focus to another field, the application
will query the user as follows:
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General Data Entry - IDAHO

You have left this item blank. Leaving it blank will mean 'none' for this item unless
you wish to complete it later.
If wou wish to complete this item later, click Cancel.
If you wish to leave this item blank as your final answer, Click OK.

R

1. If you click ‘OK’:

The system will resolve the field even though it is blank (indicating that you do
not need to complete it later).

OR

The system will leave the field unresolved in which case you will need to resolve
the field before Demographic Data Entry can be deemed complete.

2. If you click ‘Cancel’, the system will keep the field unresolved. This prevents the
record from being electronically filed until that item is completed.

Hard Check

The user will be issued a warning when the data entered is outside acceptable
extremes and the value entered will not be accepted. For example if a user enters
the value 01/01/1700 in the Date of Birth field, the system will not accept this value
and will display the following message.

Demographic Data Entry - IDAHO

Invalid date entered.

1. Click ‘OK’ and enter an acceptable value in the field in question.
Cross Check

A crosscheck compares values entered in two or more fields, and then determines
whether the values in the fields are consistent with one another. If the fields are not
consistent, the crosscheck allows for the involved fields to be reviewed and edited.
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Hard Cross Check — A hard crosscheck is one for which the system will require the
user to change the value entered in at least one of the data entry fields responsible
for triggering the crosscheck. For example, if the age entered is inconsistent with
the date of birth and date of death entries, the system will display a prompt indicating
that the calculated age does not match the data entered value.

Demographic Data Entry - IDAHO -

Message: Age units and/or age does not calculate correctly based on
the date of birth and the date of death.:

Presumed Date of Death From 09/09/2008

Decedent's Date Of Birth 01/01/1980

Decedent's Age Units YEARS 7

Decedent's Age 40

1. If you click ‘OK’ without resolving the crosscheck, the following message will be
displayed:

Demographic Data Entry - IDAHO

Cross-Check has not been resolved.

2. To resolve the crosscheck, enter the correct value in the Presumed Date of
Death, Age, Date of Birth or Age Units field(s) and click ‘OK’.

Soft Cross Check — A soft crosscheck is one for which the system will NOT require
the user to change the values entered in any of the data entry fields responsible for
triggering the crosscheck, but will verify if the entered values are accurate. For
example, if the age entered is inconsistent with the Decedent’s Education, the
system will display a prompt indicating that the reported age is not consistent with
the decedent’s education.
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Demographic Data Entry - IDAHO =

Message: Decendents education is not consistent with his/her
reported age. Please review and correct as needed.

Presumed Date of Death From 10/10/2008

Decedent's Date Of Birth 02/02/2007

Decedent's Education BACHELOR'S DEGREE R

1. If you click ‘OK’ without resolving the crosscheck, the following message will be
displayed:

Demographic Data Entry - IDAHO

These values are outside of the normal range. Are you sure they are
correct?

e I

2. Click ‘Yes’ to verify the information entered. Click ‘No’ to return to the crosscheck
screen and make any required changes. If you made changes, click ‘OK’ to
return to demographic data entry.
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3.6. User Directory

The user directory feature provides a means to search for and display information
regarding any user enrolled in the system security table. The user may enter a full or
partial first name and/or a full or partial last name and the system will return a list of
all users that match on the provided information.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Tools/Utilities/User Directory menu item. This will open the user
directory search screen.

-lml:lo— m HEALTH « WELFARE
User Directorv
Search:

3. Type the User Name of the user whose information you are trying to access and
press the ‘Find’ button. The utility also supports a partial User Name search.
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= m HEALTH « WELFARE

User Directory

Search: Greta
User ID First Name Middle Name Last Name Suffx
greta Greta A Pannebaker
gapannebaker Greta Pannebaker
Greta?s Greta A Pannebaker
testusert greta a pannebaker
4 »

Home

The screen returns the following information associated with each search result
displayed in the grid:

v' User ID v' Agency

v' First Name v" User Phone

v' Middle Name v" User Phone Extension

v' Last Name v' User Email

v Suffix v" Method of Contact

v' Special Permissions v' Alternate Phone

v Location Association v" Fax Number

v Is Active (Active Status flag) v Local Registrar (Local Registrar
v" Department Status flag)

4. To start a new user search, repeat step 3.

5. To exit from the User Directory screen, click on the ‘Home’ button. You will be
directed back to the Idaho Web Death Module’s main menu screen.
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3.7. Record Status Screen

This feature consists of a grid that displays death records associated with the current
login location that are in some way not fully processed. The records will be initially
sorted in the grid based on the date of death with the oldest appearing first. The
process will also provide a ‘Search’ option to allow a user to search for any record
they have access to in order to see the status indicators on that particular record.

An indicator for each record will appear under each respective column to indicate
‘True’ or ‘False’ regarding the status of that record as it relates to the specific
column.

Except when the ‘Search’ option is used to populate the grid with records that are
specifically searched for, the grid will populate with the same records as would be
contained in the location’s work queue under the ‘All Unresolved’ filter.

This utility will serve as a mechanism for users to track the progress of an individual
record and/or monitor records that need the attention of a different entity.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. On the Demographic Data Entry and Verification screen, select the
Tools/Utilities/Record Status menu item.
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Functions ¥ Registration ¥ Reports  Tools ¥ | Help ~
a & 0B & D Utiities b FeldHeputity | = @
Unresolved Work Queue Filte AQF Validation Uger Dicaciy 2solved Work Queue:
DEMOGRAPHIC DATA ENTRY INCO Security Record Status value— 7
Library Maintainence
Demographic 1 Demographic 2 || Demograpme s vemugrapmct || Medica Medical 2 Medical 2 Comments
GENERAL INFORMATION -
EDR Number: Funeral Home Case: Date of Death Type: Date of Death:
ACTUAL M From: | f To 2
State File Number:  Presumptive Court Date: Presumptive Court Name:
DECEDENT'S LEGAL NAME
First Name: Middle Name: Last Name: Suffix:
v
[0 Aka Names
AKA 1 First Name: AKA 1 Middle Name: AKA 1 Last Name: AKA 1 Suffix:
AKA 2 First Name: AKA 2 Middle Name: AKA 2 Last Name: AKA 2 Suffix:
AKA 3 First Name: AKA 3 Middle Name: AKA 3 Last Name: AKA 3 Suffix:
DECEDENT'S SEX DECEDENT'S DATE OF BIRTH DECEDENT'S BIRTHPLACE
Sex: ¥ Date Of Birth: . State/Country: ¥
— -
4 L3
acords in Quane:|4 Fiald Name:| Unrzsolved Werk Quaue Fiald Status:|Resolved Current Action: (Dafault

Unresolved List

This will open the record status screen shown below.
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o B2 10AHO DEPARTMENT OF
um:lo—-—. m HEALTH & WELFARE

Record Status

General Information Decedent Information
Date of Death: fi Last Name:
EDR Number: : : First Name:
FH Case Number: Middle Name:
Coroner Case Number: Sex: —Select a value— -
Certifier Type: ale - o Date of Birth:
Medical Certifier:
Funeral Home: _Selact 3 value— .

Parent's Information

~ Mother's First Name:

s Maiden Last Name:

o Father's First Name:

Father's Last Name:

Decedent Last Name Decedent First Name Decedent Middle Name Decedent Suffix | Date of Death Medical Certification Pending | Demograp
KIMBLE JAKE 09/09/2008 Falze False
DEWITT JOYCE 08/08/2008 Falze False
RABBIT ROGER 09/09/2008 Falze Falze
CLYDE ROY 09/24/2008 Falze Falze
a4 13

Upon entering the function, the grid will pre-populate with all unresolved records
that are associated with the user’s entitlement rules. The status indicators will be
as follows:

Medical Certification Pending
Demographic Verification Pending
Supplemental Pending

Coroner Referral Pending

BTP not Printed

Medical Query Pending
Demographic Query Pending

v Cremation Authorization Pending

D N N NI N NN

Individual records are identified by Last Name, First Name, Middle Name Suffix
and Date of Death of the decedent.

3. To find a specific record without scrolling the list, enter identifying information in
any of the fields displayed in the four frames on the search screen and click on
the ‘Search’ button. Clicking ‘Clear’ will remove any information entered on the
search screen.
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4. To exit the Record Status screen, click ‘Cancel’.
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3.8. Presumed Fields

Data items required to complete the entire death record fall under two distinct
categories regarding who is responsible for them: The Funeral Home (Demographic)
or the Medical Certifier's Office (Medical). Two separate processes exist
(demographic data entry and medical data entry) to allow the respective entitles to
complete the applicable fields.

Functionality related to initiating a new record requires that any user who attempts to
start a record must enter the same set of fields so the system can determine if the
record has already been initiated by another participant. This need dictates that
some fields need to be data entered by users who do not own those fields.

To address this, the system stores two versions of some of the data items that are
involved in this initial matching process. One version of the fields is referred to as the
‘Actual’ and the other is referred to as the ‘Presumed’.

In the ldaho configuration, although the distinction between demographic data and
medical data still exists, the funeral home will have the ability to data enter both.
Since this is the case, all data items that are keyed by users at Funeral Home
locations will populate the ‘Actual’ fields.

Note: Although users at funeral homes will be able to data enter the medical fields
from within the ‘Demographic Data Entry’ process, if the record is accessed and
saved by a user at the applicable Medical Office, the Funeral Home will no longer
have the ability to continue to edit the medical fields. At that point the Medical Office
assumes ownership of the medical fields.

The need for ‘Presumed’ fields is therefore limited to those items that are technically
‘owned’ by the Funeral Home but need to be data entered by users at a Medical
Office when they initiate a record. The following is the list of these fields:

v' Decedent’s Name

v Decedent’s Social Security Number

v' Date of Birth

v' Gender

Values entered by the Funeral Home users for the above fields will be stored as
‘Actual’ values, will be the values that will print on any printed output and all other
ways will be considered true values. Values for these fields entered by users within

medical data entry will be stored as ‘Presumed’ values and will not be considered
true values.
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3.9. Menus and Screenshots

3.9.1. Idaho Web Death Main Menu

Once a user has successfully logged into the Idaho Web Death Module, the main
menu will be displayed at the top of the screen. Clicking on an icon or menu item will
allow users to perform functions related to Demographic Data Entry and Verification

within the ldaho Web Death Module.

Functicrs ™ Tools ™

l Web Death Module

o STATE OF IDAHO
Department of Health and Welfare

Field Help Uitlity

Library Maintanence

Uitili s b

ADF Yaldabon
Lisar Darectory

Demographic Data Entry

Exit

Bureau of Vital Records and Health Statistics

ﬂi HEALTH s WELFARE
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3.9.2. Demographic Data Entry and Verification Menu

Once the user has successfully logged into the Idaho Web Death Module, the
Demographic Data Entry and Verification menu can be accessed by selecting the
Functions/Demographic Data Entry menu item.

Functions * Registraton ™ Reports ¥ Tools = Help ~
gijlee |8 LD N D20 B M == @
2] [ Exit Application
#& | Search
I New
By | save
i & | cancel
3 | Designate Medical Certifier
Help Den.“logr.aphlc Verification
I Relinquish
About ==
1 I Response to Query
%5 | Refresh Filter Queue
Utiities 3 Field Help Utility <] | First Record from Work Queue
) [« | Previous Record from Work Queue
User Directory =
=] | Next Record from Work Queue
Record Status *1] | Last Record from Work Queue
= Previous Tab
Death Disposition Log ¥ Next Tab
Caseload by F.H. Licensee Q Help
FOD Timeliness Report
2 N Deaths by Manner and Month of Death
Statistics by Date and Manner 3 >
Deaths by Manner and Time of Death
Statistics by Date 3
¥ Deaths by Manner and Place of Death
Burial Removal Transit Permit Log
Deathe by Manner and Type of Place of Death
Mumber and Percent of Deaths by Disposition Deaths by Manner and County of Death
e Mumber and Percent of Deaths by Ever In US Armed Forces Deaths by Manner and Zipcode of Place of Death
A= Mumber and Percent of Deaths by Certifier Type Deaths by Manner and Place of Injury
e MNumber and Percent of Deaths by County of Occurrence Deaths by Manner and County of Injury
Cancel Timeliness Report Deaths by Manner and Zipcode of Place of Injury
Desanats Bedical Cotey Average Age at Death for Males and Females Death by Manner and Age
Demagraphic Verification Mumber of Transportation Injury Deaths by Safety Device Use Deaths by Manner and Race
Relinquish Mumber of Transportation Injury Deaths by Decedent Role Deaths by Manner and Origin
Refer to Coraner Deaths by Manner and Education
Print b | —- BTP Deaths by Manner and Marital Status
A J Blank ETP Deathe by Manner and Work Related (yes/no)
TP Deaths by Manner and Gender
Home .
Death Certificate Abstract Manner of Death by Certifier Type
Exit Application
d Manner of Death Summary
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3.9.3. Demographic Tab 1

Functions ™ Registration ¥ Reports ¥ Tools ¥ Help ~

g an B LS 0000 S E@E @[ Ee =@

Unresclved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE sl HILL DAVID 10/20/2008 .l
Demographic 1 Demographic 2 || Demographic 2 Demographic 4 | Medical 1 Medical 2 Medical 2 Comments

Funeral Home Case Number(Demographic Data Entry)

GEMNERAL INFORMATION -
EDR Number: Funeral Home Case: Date of Death Type: Date of Death: Record Type:
ACTUAL | From: 10/20/2008 To: IDENTIFIED i
State File Number: Presumptive Court Date: Presumptive Court Name:

DECEDENT'S LEGAL NAME

First Name: Middle Name: Last Name:

DAVID HILL

|:| AKA Names

AKA 1 First Name: AKA 1 Middle Name: AKA 1 Last Name: AKA 1 Suffix:

AKA 2 First Name: AKA 2 Middle Name: AKA 2 Last Name: AKA 2 Suffix:

AKA 3 First Name: AKA 3 Middle Name: AKA 3 Last Name: AKA 3 Suffix:
DECEDENT'S SEX DECEDENT'S SSN DECEDENT'S BIRTHPLACE

Sex: MALE hd SSM: o907-29-0797 State/Country: |-Salect a1 — b
DECEDENT'S DATE OF BIRTH SSN Verification Status: City Of Birth: ot @ value-—- hd

Date Of Birth: | 01/01/1970 Check SSN

Age Units: -Select a value— | ¥

Age:

e

4 3

Field Name:|Funeral Home Case Field Status: Resolved Current Action:[Updating Record Unresalved List
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3.9.4. Demographic Tab 2
Functions * Registration ¥ Reports Tools * Help ~
a8 OO0 0N D2 W« e = = @
Unresclved Work Queue Filter: Unresolved Work Queue:

ALL UNRESOLVED bt

Demographic 1 Demographic 2 Demographic 2 Demographic 4

Residence Street Address(Demographic Data Entry)

DECEDENT'S RESIDEMCE ADDRESS

Street Address: 18 A1 ROAD

State/Country: IDAHO .4
County: BINGHAM -l
City/Town: PINGREE e
Zip: 83262 e

Zip Ext: 2345

Inside City Limits: YES R

DECEDENT'S MARITAL STATUS AT TIME OF DEATH
Marital Status: WIDOWED 4

SURVIVING SPOUSE (IF WIFE, GIVE MAIDEN NAME)

First Name:

Middle Name:

Maiden Name: Suffix:
scords in Queve:|4 Field Name: Residence Strest Address

Medical 1

KIMBLE JAKE 09/09/2008

Medical 2 Medical 2 Comments

DECEDENT EVER IN US ARMED FORCES

Armed Forces: NO v

DECEDENT'S FATHER'S NAME

First Name: JOHM

Middle Name:

Last Name: KIMBLE Suffix: | —5ele
Birthplace: MARYLAND i

DECEDENT'S MOTHER'S MAIDEN NAME

First Name: JANE

Middle Name:

Last Name: KIMBLE Suffix: |
Birthplace: MASSACHUSETTS >

Field Statvs:Resolved  |Current Action:|Updating Record

Unresolved List
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3.9.5. Demographic Tab 3
Functions * Registration * Reports ™ Tools ¥ Help *
#l & [ B L0000 S E @ ®MBE== @
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE = HILL DAVID 10/20/2008 =
Demographic 1 Demographic 2 || Demographic 3 Demographic 4 | Medical 1 Medical 2 Medical Comments
Informant's First Name(Demographic Data Entry)
INFORMANT'S NAME METHOD OF DISPOSITION -
First Name: Middle Name: Last Name: Method: [ e
(Specify):
Suffis:

INFORMANT'S RELATIONSHIP TO DECEDENT
Relationship:

INFORMANT'S MAILING ADDRESS
Street Address:
Apt:
State/Country:

City/Town:

Zip:

Zip Ext:

1

T ~ : 1d Warme: Tne P
scords in Queve:|2 Field Mame:|Informant’s First Name

PLACE OF DISPOSITION
Flace of Disposition Type:

Place of Disposition

(Mame and Address of Cemetery, Crematory, Other Place):

Address:
State/Country:
City/Town:
Latitude/Longitude:
Zip:

Zip Ext:

Fisld Status: Unresolvad

Current Action: Updating R=

»

Unresolved List
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3.9.6. Demographic Tab 4
Functions * Registraton ¥ Reports Tools ¥ Help
@ & B & Or DD D EE R Ee =@
Unresclved Work Queue Filter: Unrescolved Work Queue:
ALL UNRESOLVED = KIMBLE JAKE 09/09/2008 =
Demographic 1 Demographic 2 | Demographic 3 Demographic 4 Medical 1 Medical 2 Medical 3 Comments
Informant's First Wame(Demographic Data Entry)
NAME AND ADDRESS OF FUNERAL FACILITY DECEDENT"S EDUCATION -
Coroner Office Filing: ASSOCIATE DEGREE =
Filing On Behalf Of: ] DECEDENT OF HISPANIC ORIGIN
FI|II'f|g. RolBehal: ¥ Mo, not Spanish/Hispanic/Latino
s Yes, Mexican, Mexican American, Chicano
Address: 1303 NORTH MAIN STREET Yes, Puerto Rican
State/Country: IDAHO Yes, Cuban
City/Town: MERIDIAN Yes, other Spanish/Hispanic/Latino
Zip: 83642 Zip Ext: (Specify)
Additional Funeral Service Provider: Unknown
DECEDENT'S RACE
FUNERAL SERVICE LICENSEE OR PERSON ACTING AS v White [~ Filipino
SucH [T Guamanian or Chamaorro [~ Black or African American
HOWELL ,THOMAS 1. R [~ Japanese [~ Samoan
License Number: EMBOS [~ American Indian or Alaska Native [~ Korean
SASCORONERCON I ACIEDIDUEN DICRSEDEIDER IR (I\_Jame of the enrclled or principal Other.Pacn‘lc Islander
tribe) (Specify)

Coroner Contacted: YES A

DECEDENT'S USUAL OCCUPATION INFORMATION

Decedent's usual occupation: | SALESMAN

Kind of Business/Industry: ELECTROMICS

1

Fecords in Cuene: |4 Field Name:|Informant’s First Name

[~ Asian Indian
[T Mative Hawaiian
[T Cther (Specify)

[~ Vietnamese
[T Chinese
[~ Other Asian (Specify)

Unknown

,

»

Unresolved List

Field Status: Resolved | Current Action:|Updating Record
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3.9.7. Medical Tab 1
Functions = Registration * Reports Tools ¥ Help ~
2l & [ B L0000 2 E @ ®E= =@
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE 7 SAMCHEZ JESSIE 10/10/2008 7
Demographic 1 Demographic 2 || Demographic 3 Demographic 4 || Medical 1 Medical 2 Medical 3 Comments
Medical Record Number (Demographic Data Entry)
GENERAL INFORMATION -
EDR Number: First Name: Middle Name: Last Name: Suffix:
JESSIE SANCHEZ
Date Of Birth: SSN: Sex: Medical Record Number: Coroner Case Mumber:
01/01/1800 866-88-9899 MALE i
CERTIFIER PLACE OF DEATH
Certifier Type: —-Select a value— i Type of Place: HOSPITAL - INPATIENT h
Place Of Death: w

Certifier Name:

Certifier Office Name:

Phone:

Fan:

E-Mail Address:

Preferred Method Of Contact:
License Number:

Address:

State/Country:

County:

City/Town:

Zip: Zip Ext:
Date Certifier Signed:

4

Fizld Mamea:|)y

Fecords in Quepe:|]

Street Address:

Latitude/Lengitude:
State/Country:
County:
City/Town:

Zip:

Zip Ext:

Field Status:|Unresolved |Current Action:|Updating R

3

Unresolved List
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3.9.8. Medical Tab 2
Functions * Registration ¥ Reports Tools * Help ~
UL T Y = O e I T - T 11 B 1 B 1 I 3
Unresclved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE = SAMCHEZ JESSIE 10/10/2008 el
Demographic 1 Demographic 2 || Demographic 3 Demographic 4 | Medical 1 Medical 2 Medical 2 Comments
Medical Record Number (Demographic Data Entry)
DATE AND TIME OF DEATH DATE AND TIME PRONOUNCED DEAD -
Date Of Death Type: |ACTUAL v Pronounced Date Type: —Selact 3 v
Date Of Death From: | 10/10/2008 | To: Date Pronounced Dead From: To:
Time Of Death Type: G Time Pronounced Type: e
Time Gf Death From: AMPM: Time Pronounced Dead From: AM/PM:
To: AM/SPM: To: AMSPM:
Cause Of Death - Part I [~ Cause Of Death I= Pending

Enter the chain of events - diseases, injuries, or complications that directly caused the death. DO
NOT enter terminal events such as cardiac arrest, respiratory arrest, or ventricular fibrillation

without showing the etiology. DO NOT ABBREVIATE. Enter only one cause on a line:

Approximate Interval: Onset to Death

Cause of Death - Part II : Enter other significant conditions contributing to death but not resulting in the underlying cause
given in Part I

MANNER OF DEATH AUTOPSY INFORMATION

Manner of death: | —Salact 3 value— v ||Was an Autopsy Performed: —Select 3 val ¥

]

Were Autopsy Findings Available to Complete Cause of Death:

DID TOBACCO USE CONTRIBUTE TO DEATH IF FEMALE (AGED 10-54) PREGNANT
Tobacco use contribute to death: Pregnant:
.
4 »

Records in Quese:|1

Field Statvs: Unresolved |Current Action:|Updating Record Unresolved List
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3.9.9. Medical Tab 3
Functions * Registration * Reports Tools ¥ Help ~
#l & |8 Q0D OD0D S EHBEBRBE == @
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE b v

Demographic 1 Demographic 2 | Demographic 3 Demographic 4

DATE AND TIME OF INJURY
Any Injury Information To Report: |

Injury Date Type:  |-Select a value— v
Date Of Injury From: To:
Injury Time Type:  |--Select a value— w7
Injury Time From: AM/PM:

To: AM/EM:

Describe how injury occurred:

TRANSPORTATION INJURY INFORMATION
Was injury related to a
transportation accident:

--Select

o
ol
=
m
i

If Transportation Injury, (Specify):

(Specify):

Fizld Name: Any Injury Information To Report

Medical 1

Any Injury Information To Report (Demographic Data Entry)

SANCHEZ JESSIE 10/10/2008

Medical 2 Medical 3 Comments
PLACE OF INJURY

Place of Injury:
Injury at Work: Y3
Street Address:
Apt:
Latitude/Longitude:
State/Country: |--Select »
County: —-Select a value-- v
City/Town: —Select 3 value— b4
Zip: -Selecta [¥
Zip Ext:

DESCRIBE HOW INJURY OCCURED. IF TRANSPORTATION INJURY, STATE THE TYPE(S) OF VEHICLES INVOLVED:

WHAT SAFETY DEVICE(S) DID DECEDENT USE/EMPLOY:

Seat Belt

Child safety Seat
Helmet

Air Bag

MNone

i i

Unknown

Fisld Statvs: Unresolved |Current Action:|Updating Record

»

Unresolved List
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3.9.10. Comments Tab

Functions * Registration * Reports Tools * Help ~

gl & | B SO0 0N S M@ MBMBP == @

Unresolved Work Queue:

bt KIMBLE JAKE 09/09/2008

Unresclved Work Queue Filter:

ALL UNRESOLVED

Medical 2 Medical 2 Comments

Demographic 1 ] graphic 2 || Demographic 3 Demographic 4 | Medical 1
Informant's First Wame(Demographic Data Entry)
COMMENTS

Enter any comments into the box below

Add Comments

,

»

scords in Quave: |4 Field Name:|Informant’s First Name Fiald Status:|Rasolvad Current Action:|Updating Record Unresolved List
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4.0 DEMOGRAPHIC DATA ENTRY AND VERIFICATION
FUNCTIONS

This section provides detailed information about the Idaho Web Death Module
regarding functions related to Demographic Data Entry and Verification:
Start a New Record / Pick-up an Existing Record
Search for a Record
Canceling Changes
Returning to the Main Menu
Unresolved Fields List
Demographic Data Entry Tips
SSN Verification
Designate a Medical Certifier
Coroner Referral
Print/Reprint Death Certification Worksheet
Proxy Medical Data Entry
Print full Death Abstract Form
Print BTP/Blank BTP
Demographic Verification
Medical Certification by Funeral Director
Respond to Query
Relinquish a Record
Reports
Medical Data Entry Tips

Record completion and submission for further processing is accomplished when
the Funeral Director enters his/her PIN to Demographically Verify the record. To
complete a record, a Funeral Home will need to perform the following basic
processes:

Demographic Data Entry
Request SSN Verification
Medical Certifier Designation
Demographic Verification
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Under certain circumstances, some of the other processes listed above will need
to be performed by a Funeral Home. These circumstances and subsequently
performed processes will be discussed in this section.

4.1. Start a New Record / Pick-up an Existing Record

The NEW Record function allows authorized users to create/initiate or pick-up a
death record within the Idaho Web Death Module. Users will be able to start new
records or retrieve records that are already in the system so that demographic
data-entry and verification may be performed. These records include those that
medical data-entry users and/or certifiers already initiated in the Idaho Web
Death Module.

1. Login to the Idaho Web Death Module following Login — System Access
instructions.

2. Click on the ‘New’ icon I.. or select the Registration/New menu item to
initiate a new death record.

3. The New record screen will appear:

IDAHO New Screen

General Decedent
Date Of Death Type: First Name: Middle Name: Last Name:
—-Select a value— i
Date of Death From: To: Suffix: Date Of Birth: Sex:
—Select a value— 2 I —Select 2 value— Bt
SSN:
Record Type:
--Selact a value— 2%
EDR Number:
Place Of Death
Med Rec: Type Of Place Of Death:
_Select 3 value— v
Coroner Case Number: Place Of Death:

County Of Death:

[ Find Record l Cancel ]

4. Enter all available information about the decedent in the following fields:
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Field Name

General Frame

Date of Death Type

Date of Death

' SSN (Social Security
- Number)

Record Type

EDR Number

Med Rec Number

Coroner Case Number

Decedent Frame

First Name

Middle Name

Last Name

Suffix

Date of Birth

Gender

Place of Death

Type of Place of Death

User Action

Select Date of Death Type from drop down
list with following options:

v' Actual

v Estimated

Enter Date(s)

(If Date of Death Type selected is Actual
only the Date of Death From field will
become enabled. If Date of Death Type
selected is Estimated, both Date of Death
From and To will become enabled)

Enter Number

Select Record Type from drop-down list

with following options:

v Identified

v Unidentified (If this option is selected,
either the Coroner’'s Case Number or
the EDR Number must be provided as
a Key field)

v Special Circumstances (Option
available in list ONLY if login location is
State Office or LHD)

Enter Number

Enter Number

(If this number is entered as a Key field,

County of Death must be provided)

Enter Number

(If this number is entered as a Key field,

County of Death must be provided)

Enter Text

Enter Text

Enter Text

(If Record Type is Unidentified, ‘Unknown’
will be entered in this field)

Select one from the drop-down list

Enter Date

Select one from the drop-down list

Select one from the drop-down list
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: Field name User Action
Place of Death Select one from the drop-down list
County of Death Select one from the drop-down list

(Captured only if Type of Place of Death is
selected as Decedent’s Home or Other)

M:
: Key Field (mandatory minimum of one (1) key field must be provided)

Mandatory Field

The focus is initially set on the ‘Date of Death Type’ field. Select an option
from the associated drop down list. Depending on the option you select, only
the ‘Date of Death From’ field will become enabled or both the ‘Date of Death
From’ and ‘To’ fields will become enabled.

The ‘Date of Death’ field(s) is/are mandatory (you cannot start a record
without typing an acceptable value in a mandatory field.) Enter data in the
‘Date of Death’ field(s) and press ‘Tab’ to advance to the next field.

At the minimum, you must enter three (3) mandatory fields and one (1) of the
four key fields. Adhere to the guidelines in step 4 and enter all available
record data and click on the ‘Find Record’ button. The ldaho Web Death
Module will perform an implicit search for matching records.

a. No record match

e If a match is NOT found, the application will display the following
message. Click ‘OK’ to create a NEW record.

Mo matching record was found. Do you want to create a new record?

[ Ok ] [ Cancel

b. Single record match on Key field:

e If a match is found on a single record and if the matching record already
contains a state file date, you will be notified that a matching record that has
already been filed exists. Click ‘Add New' to create a new record or ‘Cancel’
to Cancel. If you click ‘Add New’ the new record and the existing record will

be marked as suspected duplicates. If the matching filed record is a
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‘presumptive’ record type, the new record will be marked as a ‘Replacement’
record. The system will create a new record and allow you to proceed with
data entry.

e If a match is found on a single record and if the matching record does not
have a state file date and is not already owned by a different location of the
same entity type (different funeral home if the current login location type is a
funeral home etc.) you will be notified as such, the record will be retrieved,
and you will be able to continue data entry on the existing record.

Existing record will be retrieved.

R

Click ‘OK’ to continue data entry on the existing record or ‘Cancel’ to return
to the New screen. If you click ‘OK’ the current login location will become the
owner of the record related to their location type.

e If a match is found on a single record and if the matching record does not
have a state file date but is already owned by a different location of the same
entity type (current login location type is funeral home and there is already a
funeral home associated with the record etc.) you will be notified that a
matching record exists that is owned by a different entity.

Record already exists but it is owned by another.

Click ‘OK’ to create a new record or ‘Cancel’ to return to the New screen. If
you click ‘OK’ the system will create a new record and allow you to continue
data entry and to become the owner of the new record related to your
location type.
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Mew record created successfully.
ok

The new record and the existing record will be marked as suspected
duplicates.

c. Single record match on Demographic field:

e If a match is found on a single record and if the matching record already
contains a state file date, you will be notified that a matching record that has
already been filed exists. Click ‘Add New' to create a new record or ‘Cancel’
to Cancel. If you click ‘Add New’ the new record and the existing record will
be marked as suspected duplicates. If the matching filed record is a
‘presumptive’ record type, the new record will be marked as a ‘Replacement’
record. The system will create a new record and allow you to proceed with
data entry.

¢ If a match is found on a single record and if the matching record does not
have a state file date and is not already owned by a different location of the
same entity type (different funeral home if the current login location type is a
funeral home etc.) you will be notified as such, the record will be retrieved,
and you will be able to continue data entry on the existing record.

Existing record will be retrieved.

Click ‘OK’ to continue data entry on the existing record or ‘Cancel’ to return
to the New screen. If you click ‘OK’ the current login location will become the
owner of the record related to their location type.

e If a match is found on a single record and if the matching record does not
have a state file date but is already owned by a different location of the same
entity type (current login location type is funeral home and there is already a
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funeral home associated with the record etc.) you will be notified that a
matching record exists that is owned by a different entity.

Record already exists but it is owned by another.

Click ‘OK’ to create a new record or ‘Cancel’ to return to the New screen. If
you click ‘OK’ the system will create a new record and allow you to proceed
with data entry and to become the owner of the new record related to your

location type.

Mew record created successfully.

The new record and the existing record will be marked as suspected
duplicates.

d. Multiple Record Match

o If multiple records appear to match, you will be requested to enter more of
the initial information and try again.

New Record

The criteria matches multiple records. Add more data to narrow

search

Click ‘OK’ to enter/edit more information and re-initiate search process.
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8. Once a record is displayed on the screen click on the ‘Save’ = icon or select
the Registration/Save menu item to save.

9. Proceed with demographic data-entry by completing the information
requested on Demographic Tabs 1 —4. See Demographic Data Entry Tips
for more details on how to complete the record.
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4.2. Search for a Record

Searching for a record in the Idaho Web Death Module can be accomplished
using the following options:

e Search Screen

e Work Queue Search

4.2.1. Search Screen

The same search screen will apply to Demographic Data Entry, Medical Data
Entry and the General Data Entry processes. The search screen will support a
‘fuzzy’ search allowing entry of combinations of any of the following data fields:

e FH Case # e Year of Birth

e Decedent Last Name e Medical Certifier

e Decedent First Name e Funeral Home

e Decedent Middle Name ¢ Mother’s First Name

e Decedent Gender e Mother’s Maiden Last Name
e County of Occurrence e Father’s First Name

e Month of Death e Father’s Last Name

e Day of Death e Coroner Case Number
e Year of Death e EDR Number

¢ Month of Birth e Place of Death

e Day of Birth

Regardless of search criteria entered, records will be filtered according to entity
access rules. For instance, a funeral home will only be able to retrieve records
that are associated with that funeral home.

Searches that include all or part of the Decedent Name will find records where
the name matches either the decedent’s name or either of the two supported
AKA name fields.

A Search will return a grid of matching records. The grid will contain the above
fields in the above order.
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w N

Login to the Idaho Web Death Module following the Login — System Access
instructions.

Click on ‘Search’ icon #® or select the Registration/Search menu item.

The Search Record Screen will be displayed:

_

General Information Decedent's Information
Date of Death: Last Name:
EDR Number: First Name:
FH Case Number: Middle Name:
Coroner Case Number: Sex: —Select a value— d
Certifier Tvpe: —Select a value— + || (Date of Birth:
Medical Certifier:
Funeral Home: —Select a value e

Tvpe of Place:
Place of Death:

County of Occurrence:

Parent’s Information
+ || | Mother's First Name:

v || |Mother's Maiden Last Name:

o || || w

+ || |Father's First Name:

Father's Last Name:

Search | SelectRecord(s) Clear | Cancel |
Select FH Case Number Decedent Last Hame Decedent First Name Decedent Middle Name Decedent Sex County of O

4.

Enter all available information regarding the record you are trying to locate. (If
the ‘Medical Certifier’ field is one of your search criteria, you can enter the
certifier’'s name in the Medical Certifier field and click the ‘Find’ button below
this field so that the ‘Medical Certifier’ drop-down list populates with those
certifiers that match the certifier name entered.)

Tip: Text fields such as names do not have to be complete. Enter the first
several letters instead of the entire text when spelling is in question but
include other items to reduce the number of matches.

Tip: Along with a name, including the year of death and gender and other
information you are sure of will reduce the number of matches that are
returned and cause the search to be faster.
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v

o

<\

Tip: Entering only a key field such as the EDR Number will match a single
record and result in a rapid response.

Click on the ‘Search’ button to search the Idaho Web Death database.

Records that match the search criteria populate the grid in the lower half of
the screen.

_

General Information Decedent's Information
Date of Death: /2008 Last Name: DeWitt
EDR Number: First Name:
FH Case Number: Middle Name:
Coroner Case Number: Sex: —Select 3 o v
Certifier Tvpe: _Selact 3 a w Date of Birth:
Medical Certifier: ~
Funeral Home: —Selact a value— hd

Place Of Death Parent's Information

Tvpe of Place: w Mother's First Name:
Place of Death: - Mother's Maiden Last Name:
County of Occurrence: w Father's First Name:

Father's Last Name:

SekcRecods ]
Select FH Cazse Number Decedent Last Name Decedent Firzt Name Decedent Middle Name Decedent Sex County of O
|:| DEWIMT JOYCE FEMALE

6.

Click the checkbox in the ‘Select’ column next to the appropriate records to
select. Selected records will be highlighted in blue.

Click on ‘Select Record(s)’ to retrieve record(s) to the Work Queue. The
record that was selected that was highest in the record grid will appear on the
screen as an active record for additional review and/or processing.

Select a record from the work queue by clicking on it to retrieve it to the
screen. See Work Queue Search for information about how to identify and
select a record in the work queue.
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9. The selected record will be retrieved by the system and its information will
appear on the screen as an active record for additional review and/or
processing.

4.2.2. Work Queue Search

The Work Queue in the Demographic Data Entry process will contain death
records associated with your funeral home if the record still requires some type of
action by the funeral home. This will include records that have been started at the
funeral home where the demographic data entry or some other processing step
is not complete. The work queue can be filtered according to the various reasons
due to which a record may be held.

The list in the work queue will be sorted by the date of death and will display the
decedent’'s Name (last, first) and Date of Death.

If a user has retrieved multiple records using the Search Screen, the filter will
read ‘Search Results’ and the records in the Unresolved Work Queue will be the
searched records.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. From the drop-down list, set the filter for the appropriate record type. Options
include:

Functions * Registration * Reports Tools * Help =

RIS o T T O = 1 O ) B 1 B %
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE @ —Select a value— v
ALL UNRESOLVED ~
DEMOGRAPHIC DATA ENTRY INCOMPLETE rmographic 4 || Medical 1 Medical 2 Medical 3 Comments

COROMER REFERRAL
MEDICAL CERTIFIER OFFICE NOT DESIGNATED
MEDICAL CERTIFICATION NOT COMPLETE

| DEMOGRAPHIC VERIFICATION NOT COMPLETE | | of Peath Type: Date of Death: Record Type:
QUERY PENDING AL From: | _ | | Ta
':BTP PENDING -esumptive Court Name:

CREMATION AUTHORIZATION PENDING
BTP READY TO PRINT
| SUPPLEMENTAL PENDING - Last Name: Suffix:
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Filter Name Records That Will Be Retrieved

All Unresolved

Demographic
Data Entry
Incomplete

Medical Certifier
Office Not
Designated

Medical
Certification Not
Complete

Demographic
Verification Not
Complete

Query Pending

BTP Pending

All records that require any action regarding
demographic data entry or demographic verification.

All Records for which Demographic Data entry has not
been completed.

All records where either the Medical Certifier's Office
has not been designated on the record or where it had
been designated but the Medical Certifier ‘Declined’ the
designation. If the designation had been declined, a
message from the medical certifier will appear when
the record is retrieved.

The record is associated with a participating medical
certifier and medical certification has not been done

OR

The record is not associated with a participating medical
certifier and medical data entry is not complete

All records where Demographic and Medical Data
Entry have been completed but Demographic
Verification has not been done. Note that records for
which demographic data entry is incomplete will not
appear under this filter.

All records for which the State office generated a query
to the Funeral Director or Medical Certifier, and the
query is pending.

All records for which the BTP has not been printed and
a medical certifier has not electronically authorized
printing of the BTP.
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Filter Name Records That Will Be Retrieved
Cremation All records for which:
Authorization o The BTP has not been printed
Pending
AND

¢ The method of disposition is either ‘Cremation’ or
‘Removal from State-Cremation’

AND
¢ A coroner has not electronically authorized printing of
the BTP
BTP Ready to All records for which the BTP has not been printed and
Print neither ‘BTP Pending’ nor ‘Cremation Authorization

Pending’ is true.

Supplemental All records for which the state has generated (or
Pending automatic in case of pending causes or manner) a
supplemental request to a Medical Certifier

3. From the record list, select the appropriate record by clicking on it or with
focus on the list start typing decedent’s last name (if available.)

Unresolved Work Queue:

KIMBLE JAKE 09/09/2008 O

KIMBLE JAKE 09/09/2008
DEWITT JOYCE 09/09/2008
RABBIT ROGER 09/09/2008
CLYDE ROY 09/24/2008

4. Selected record will be retrieved by the system and its information will appear
on the screen as an active record for additional review and/or processing.
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4.3. Canceling Changes

A user may cancel changes made to a record since it was last saved in

Demographic Data Entry.

1.

Login to the Idaho Web Death Module following the Login — System Access

instructions.

Retrieve an existing record using the Work Queue Search or the Search

Screen.

Enter information or modify information entered in any of the data entry fields.

If you wish to cancel the changes made to the record, click the ‘Cancel’ icon

¥ or select the Registration/Cancel menu item. The changes will be
canceled and the record will be restored to its previously saved state.
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4.4. Returning to the Main Menu

A user may return to the Idaho Web Death Main Menu screen at any time by
selecting the Functions/Home menu item.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Functions/Home menu item on the Demographic Data Entry and
Verification menu screen to return to the Idaho Web Death Main Menu.
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45. Unresolved Fields List

Using the Unresolved Fields List

Depending on the type of record, a number of actions need to be performed
before a record is ready to be submitted for further processing. To check if all
data items and actions were performed, use the Unresolved Fields List to identify
areas that require some sort of action before the record is resolved. The
Unresolved Fields List displays individual data fields and processes that need to
be completed for a specific record before it can be resolved.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Retrieve or create a new record.

3. Click the ‘Unresolved List’ button in the lower right-hand corner of the screen
to open the list.
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Functions * Registration * Reports * Tools = Help ~
@l & DB SO0 002 EE RN =@
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE 7 HILL DAVID 10/20/2008 R
Demographic 1 graphic 2 graphic 3 graphic4 || Medical 1 Medical 2 Medical 3 Comments
Funeral Home Case Number(Demographic Data Entry)
GENERAL INFORMATION -
EDR Number: Funeral Home Caze: Date of Death Type: Date of Death: Record Type:
ACTUAL | From:|10/20/2008 | To: IDENTIFIED -l
State File Number: Presumptive Court Date: Presumptive Court Name:
DECEDENT'S LEGAL NAME
First Mame: Middle Mame: Last Name: Suffix:
DAVID HILL
|:| AKA Names
AKA 1 First Name: AKA 1 Middle Name: AKA 1 Last Name: AKA 1 Suffix:
AKA 2 First Name: AKA 2 Middle Name: AKA 2 Last Name: AKA 2 Suffix:
AKA 3 First Name: AKA 3 Middle Name: AKA 3 Last Name: AKA 3 Suffix:
DECEDENT'S SEX DECEDENT'S SSN DECEDENT'S BIRTHPLACE
Sex: MALE hd S5N: 907-29-0797 State/Country: ¥
DECEDENT'S DATE OF BIRTH SSM Verification Status: City Of Birth: ¥
Date Of Birth: | 01/01/1970 Check S5N
Age Units: = v
Age:
4
sin Queve:|2 | Fisld Mame: Funaral Home Case Fisld Status: Current Acticn:|Updating R

4. The Unresolved Fields List will display. Unresolved fields will be displayed in
the top portion of the screen and unresolved processes in the bottom portion.
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Demographic 1

Medical 1

Unresolved Field List

Demographic 2

Father's Last Name

Father's First Name

Fathet's State/Covntry Of Birth

Mothers Suffix
Mothers State/Couvntry OFf Birth
Mothers Last Mame

Mothers First Name

Mothers I

R
R
R
Fe
R
R

Inside City Limits?

Marital Status

Medical 2

Approximate Interval : Onsat to Death D.

cant Condition Contribute to

Enter the chain of events - that cavsed the
death D
Approximate Interval : Onsat to Death B.
Enter the chain of events - that cavsed the
death C.

Approximate Interval : Onsat to Death C.

Was an Avtopsy Perforr
Time Of Death Type

Available to Complete

Pronovnced Date Type

Time Of Death Type

Demographic 3

f Dispo
Of Dizposition

f Disposition - Type

formants Zip Ext

Informant's &
Informant's Relationship
Informant’s Last Name
Informant’s First Name

Informant’s I

Informant's City
Informant's Zip
Informant's State/Covntry

Informant's §

Informant's Apt

Demographic 4
Decadent’s Race

ant's Usval Ocevpation

Coroner or ME Conl

ussiness Industry

Licens:

ent Of Hispanic Origin?

Medical 3
If

ransportation Injury,

Injury Time Type
Injury Date Type
Longitude

Device(s) Did

2d to a transportation

Place of Injury

Tobacco vse contribute to death

Any Injury Information To Report

Manner Of Death

. Zip
Enter the chain of events - that cavsed the
death A. City/Town
Approximate Interval : Onsat to Death A, Deaseribe How Injury Oceu
Enter the chain of events - that cavsed the Ext

death B.

Injury at Work?
County

State/Covntry

Filter Queune Status Fields

DEMOGRAPHIC DATA ENTRY INCOMPLETE

[oK |

5. You may navigate to any unresolved field in the list by clicking on it.
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6. To close the Unresolved List and return to the screen you were previously
viewing, click the X in the upper right hand corner of the Unresolved List or

the ‘O

K’ button at the bottom of the screen.
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4.6. Demographic Data Entry Tips

The obijective of this chapter is to address data entry completion topics so that
records may be available for further processing. Most of the data items that need
to be completed will only require the ‘Tab’ key to advance to the field, typing the
necessary information and then pressing the ‘Tab’ key to advance again. This

chapter attempts to address the remaining scenarios.

4.6.1. AKA Name(s) Fields

The ‘AKA Names’ fields are among the first ones encountered once the record is
initiated by entering data on the ‘New Record’ screen. The Idaho Web Death
Module contains the ability to capture multiple sets of the decedent’s ‘AKA’ (Also
Known As) name fields (First, Middle, Last, Suffix) if they are available. To add

an ‘AKA Name’:

1. Open the desired record in the Demographic Data Entry function using the
New Record feature or by Searching for an existing record.

2. Check the ‘AKA Names’ checkbox (located below the Decedent’s Legal

Name fields on the Demographic 1 tab)

DECEDENT'S LEGAL NAME
First Name: Middle Name: Last Name: Suffix:
I CLYDE Select a value
< |:| AKA Mames
~——

3. Enter available names in the AKA fields that become enabled. You may add

as many as three AKA names.

AKA Mames
AR 1 First Name: AKA 1 Middle Name:

ARS 2 First Name: AKA 2 Middle Name:

ARL 3 First Name: AKA 3 Middle Name:

ARA 1 Last Name:

AkA 2 Last Name:

AFA 3 Last Name:

AR 1 Suffise

ARS 2 Suffix:

AR 3 Suffix:

L

Il

il

4. When finished, remember to press the ‘Save Record’ icon & to save

changes and continue data entry.
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4.6.2. Pick List Navigation (MindsEye®©)

Decedent’s Birthplace fields illustrate the concept of ‘drop-down’ menus. Use
abbreviations discussed in examples below to quickly retrieve entries and
expedite data entry.

DECEDENT'S BIRTHPLACE

State/Country:

City Of Birth:

. Set focus on the ‘State/ Country’ field by clicking on the field. Begin typing the

name of the state or country you wish to enter in this field.

State/Country: DAHO e

IDAHO
IDAHO TERRITORY

The drop-down list will populate with the names of those states or foreign
countries that match the information typed in. The field itself will auto-populate
with the name of the state or country that matches the information typed in.

Some geographic entries that include state and city also capture the county.
When this is the case, the list of cities is filtered to include only cities within
the state and county already selected. Some geographic questions require
only the state and city. If the ‘State/Country’ field is not populated, you will
not be able to select a value in the ‘County’ or ‘City’ fields. If a state is
selected in the ‘State/Country’ field, then the ‘County’ must be selected before
the list of options for the “City’ field is available.

If a foreign country is selected in the ‘State/Country’ field, then the ‘County’
field will be disabled (if it is part of the address.) In these cases, selecting the
foreign country will disable the ‘County’ field and load the ‘City’ pick-list with
options associated with the country selected.

. With focus on the ‘City Of Birth’ field begin typing the name of any city in the

state or foreign country selected in the ‘State/Country’ field. When the desired
option is highlighted press the ‘Tab’ key to select that choice and advance to
the next field.
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4.6.3. Making New Entries in Pick Lists

When a Town or City you want is not in the list even though it is a valid
Town/City, you can add your entry to the list. This is referred to as ‘Add on the
Fly’. It allows the user to add an item that is not in the list when necessary. To

access this choice:

1. Open the ‘City of Birth’ pick list by clicking on the arrow button or setting focus
on the field and pressing the ‘Down Arrow’ button and use one of the

following methods:
2. Select the ‘—Add New—* option by one of the following options:

a. Use the mouse to SCROLL down to the bottom of the list. The very
last option in the list that will allow ‘Add on the Fly’ is a choice ‘--
Add New--'.

City Of Birth: | w
WILDER -
WILDER
WINCHESTER
WINCHESTER

WORLEY
YE L
—
— Add New — =
— el

b. OR use a keyboard short-cut. The first character of this special
entry is a hyphen *-'. Type this character into the ‘City Of Birth’ field
and press ‘Tab’ to select that option.

City Of Birth: - Add MNew 5
— Add Mew —

3. The ‘AOF — City/Town’ screen will appear.
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AOF - City/Town

City/Town

State/Country
County
City/Town
FIPS Code
Local Code

State/Country County

Fipz Code Local Code Dizplay In List

OK

| cance

Validated Record Time Stamp

a. Look at the list in the grid at the bottom of the screen (if there is one) to
see if the item you need may already be there. This would be the case if
the item has already been added ‘On the Fly’ by someone else but has not
yet been ‘reviewed’ and accepted by the State Office as a valid new
addition to the list. If the option you need is in the list, click on it with the
mouse and then click on ‘OK’.

If the item is not in the extended list, set focus on the ‘City/Town’ field (The

county field will be pre-populated and disabled if the new entry is inside
USA or simply disabled if the new entry is in a foreign country), type in the
new entry you need and click ‘OK’. The new location will be added on the

fly.

4.6.4. Death Age Entry

Decedent’s Date of Birth fields require ‘age units’ and ‘age’ entries to determine
record processing sequence.

1. With the mouse, click on the ‘Date of Birth’ field on the ‘Demographic 1’ tab.
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DECEDENT'S DATE OF BIRTH

Date Of Birth: | | |
Age Units: - Select

r »

(=1}
(=¥}
D

Ll

Age:

2. If you have not entered the Decedent’s ‘Date of Birth’ already, do so now, and
press ‘Tab’ to advance to the ‘Age Units’ field.

3. In the ‘Age Units’ field, use the mouse to click on the arrow button or use the
‘Down Arrow’ key to open the list and select the appropriate age unit (Years,
Months, Weeks, Days, Hours, Minutes, Unknown)

4. Enter or calculate the decedent’s age at the time of death. If the entered value
does not coincide with the value calculated by the system by taking into
account the birth and death dates, the following screen will be displayed:

Demographic Data Entry - IDAHO =

Message: Age units and/or age does not calculate correctly based on
the date of birth and the date of death.:

Presumed Date of Death From 09/24/2008

Decedent's Date Of Birth 01/01/1970

Decedent's Age Units YEARS =

Decedent's Age 37

5. Correct the age and click ‘OK’. Use the ‘Tab’ key to advance to the next field.

4.6.5. Screen Tab Navigation — Next and Previous buttons

The ‘City Of Birth’ field is the last field on the ‘Demographic 1’ tab and therefore
the next field that needs a response is on the ‘Demographic 2’ tab.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent




. Document ID:
. ID-01-1010-Funeral Home Version:
| Genesis Systems, Inc. Training Guide-1.0-10202008 10
| Issue Date: '
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 74 of 208
DECEDENT'S DATE OF BIRTH DECEDENT'S BIRTHPLACE
Date Of Birth: | 01/01/1970 State/Country: | IDAHOD w
Age Units: YEARS » City Of Birth: ALBION w
Age: 38

e

Pressing ‘Tab’ from this field will advance the user to the ‘Next’ button located at
the bottom of the screen. When focus is on the ‘Next’ button a user can press the
‘Enter’ key to advance to the ‘Demographic 2’ screen. Users can also navigate to
various Screen Tabs by clicking on them with a mouse. Clicking on the
‘Previous’ button will take a user to the previous screen.

Demographic 1 Demographic 2 || Demograph
Fecesd Type(Demogrgdhic Data Entry)

4.6.6. Place of Disposition

The ‘Place of Disposition’ field comprises of a drop-down list from which a user
may select ‘Cemetery’, ‘Crematory’ or ‘Other’. Once a value is selected, the user
clicks ‘Search’.

PLACE OF DISPOSITION
Flace of Dizposition Type:
CEMETERY i

Flace of Dizposition Name(CEMETERY, CREMATORY,OTHER FLACE):
—-Select a value-- -
Address:

State/Country:

City/Town:

Latitude/Longitude:

Zip:

Zip Ext:
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The following search screen will be displayed in which the user can enter the
name of the facility they are looking for and click ‘Search’. Results will be
displayed in the grid below.

- ctiom N
Place Of Disposition Name Jackson
Name Street Address State/Country CityTown Zip Zip Ext
JACKSON CEMETERY GRANWTTY CANAL ROAD IDAHO JACKSON 83350
JACKSON CEMETERY NORTH OF RUPERT IDAHO RUPERT 83350
A »
[ ok | cance |

The user can then select the desired search result and click ‘OK’. The selected
facility’s information will be displayed in the Address section of the ‘Place of
Disposition’ fields.

4.6.7. Funeral Facility Profile
Funeral facility name and address is based on the login profile of the user who

originally initiated the record. The address fields are retrieved from the database
and cannot be directly modified on the screen.

MAME AND ADDRESS OF FUNERAL FACILITY
Coroner Office Filing:

(Filing On Behalf Of: [~ >
Filing on Behalt:

Facility Mame:

Address: 1303 NORTH MAIN STREET
State/Country: IDAHO

City/Town: MERIDIAN

Fip: 83642 Zip Ext:

Additional Funeral Service Provider:
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However, if a funeral home location is filing a record on behalf of another funeral
home, the user can check the ‘Filing on Behalf Of:’ checkbox and enter the
information of the funeral home on behalf of whom the record is being filed on the
screen below.

NAME AND ADDRESS OF FUNERAL FACILITY (Filling On Behalf)

NAME AND ADDRESS OF FUNERAL FACILITY
Facility Name: |

Address:

State/Country: —Select 3 value— hd
City/Town: —Select a value-- b4
Zip: Select 3 ¥

Zip Ext:

[ Ok I Cancel l

If Demographic data Entry is being performed at a Coroner’s Office, the ‘Coroner
Office Filing:’ checkbox will be checked.

4.6.8. Funeral Service Licensee or Person Acting As Such

This is the individual associated with the ‘Name and Address of Funeral Facility’
location who will demographically verify the death record.

This is a drop-down type-ahead pick list that will contain only funeral directors
associated with the ‘Name and Address of Funeral Facility’ location on the
record.

FUMERAL SERVICE LICENSEE OR PERSON ACTING AS
SUCH

ARMZEM,RANDY 1. b
MO745

License Mumber:

This field will be disabled if the ‘Filing On Behalf Of:’ checkbox is checked.

4.6.9. Additional Funeral Service Provider

‘Additional Service Provider’ field is associated with “Trade Calls’. These are
cases where the funeral home of record (the funeral home responsible for filing
the death certificate) is not providing all of the services for the family and the
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names of both funeral establishments need to appear on the printed death
certificate.

Additional Funeral Service Provider:

Example: if ‘Jones Funeral Home’ is entered as the ‘Additional Funeral Service
Provider and ‘Johnson Funeral Homes Inc’ is the funeral home that is
responsible for filing the death certificate, the name of the additional funeral
home will print in the ‘Additional Funeral Service Provider field 'on the death
certificate.

The license number of the funeral home that files the death certificate will print on
the death certificate.

4.6.10. Hispanic Origin and Race Fields Properties

The ‘Decedent of Hispanic Origin’ field allows selecting one choice from the
available options. Use the mouse or the spacebar key on the keyboard to check
and select the single desired choice.

DECEDENT OF HISPANIC ORIGIN
[ Mo, not Spanish/Hispanic/Latino
Yes, Mexican, Mexican American, Chicano
Yes, Puerto Rican
Yes, Cuban
Yes, other Spanish/Hispanic/Latino
(Specify)

Unknaown

v" To change the choice the selected choice must first be un-checked by clicking
on it again and then a different choice can be selected.

Race fields allow multiple choices. Click on as many choices as apply.
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DECEDENT'S RACE

[v White [~ Filipino

[ Guamanian or Chamorro [~ Black or African American

[ Japanese [ Samoan

[~ American Indian or Alaska Native [~ Korean
(Mame of the enrolled or principal r Other Pacific Islander
tribe) (Specify)

[ Wietnamese [ Asian Indian

[ Chinese [~ Mative Hawaiian

[~ Other Asian (Specify) [~ Other (Specify)
Unknown

v" ‘Decedent’s Race’ checkbox fields can also be selected and de-selected
using the mouse or the keyboard. Use the ‘Tab’ key and the ‘Shift+Tab’ key to
navigate to the desired choices and the spacebar or the mouse to select or
de-select.

v Certain race fields, (‘American Indian or Alaska Native’ ‘Other Asian’, ‘Other
Pacific islander,” and ‘Other’) require the user to specify the race. When any
of these fields is selected, the associated text box becomes enabled. The
user must type the specifics of the race or tribe in the field in order to resolve
the record.

4.6.11. Record Comments

Certain events that take place, such as when a coroner declines a designation or
a referral, require that a comment be entered. These comments are stored and
can be viewed in a grid on the Comments tab of the data entry screens. The
following information regarding each comment will be stored:

v Action that Required the Comment

v" User logged in when the comment was entered
v' Date and time the comment was entered

v' Text of the comment (600 characters)

Comments may be entered or viewed by clicking on the Comments Tab in
Demographic data Entry.
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Enter any comments into the box below

10/9/2008 2:13:11 PM : Gaurav Prabhu - DEMOGRAPHIC - GENERAL COMMENT
Record back up.

10/9/2008 3:12:37 PM : Gaurav Prabhu - DEMOGRAPHIC - GENERAL COMMENT :
record down

4

seords in Queve:|2 Field Name:|Funeral Home Case

Document ID:
. ID-01-1010-Funeral Home Version:
Genesis Systems, Inc. Training Guide-1.0-10202008 10
Issue Date: '
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 79 of 208
Functions ¥ Registration * Reports ™ Tools ¥ Help *
g & B L OO0 00 2 HENMBME == @
Unresolved Work Queue Filter: Unresolved Work Queue:
DEMOGRAPHIC DATA ENTRY INCOMPLETE he CLYDE ROY 09/24/2008 >

Demographic 1 Demographic 2 | Demographic 2 Demographic 4 | Medical 1 Medical 2 Medical 2 @
Funeral Home Case(Demographic Data Entrv)

Add Comments

4

Fizld Statve: Resolved Current Action:|Updating Record Unresolved List

Enter a comment in the box provided and click the ‘Add Comments’ button to

add the entered comment to the record.
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4.7. SSN Verification

Social Security Number (SSN) verification will be triggered by data entered in
Demographic Data Entry when all related fields become Resolved. These
include:

e Decedent’s Last Name

e Decedent’s First Name

e Decedent’s Middle Name

e Decedent’s Date of Birth

e Decedent’s Gender

e Decedent’s Social Security Number
e State of Death

Demographic data entry as well as Medical Data Entry begins with a NEW
process that will capture all items required for the SSN verification process to be
initiated. The SSN verification process will be triggered from the Demographic
data entry process because the related fields are all ‘owned’ by the demographic
certifier.

In some scenarios including ‘Drop-To-Paper’ when a funeral home is not
participating, the SSN verification process may be initiated when the State
initiates a NEW Record if that is the first point where the Demographic Data entry
process is begun.

The initial request for the SSN verification will be automatically executed when
the related fields first become ‘resolved’. The system will ‘look’ for results of the
request (if necessary) when the record is next saved or when it is again retrieved.
The demographic data entry screen will contain an indicator of the SSN
verification status for the record.

DECEDENT'S SSN
S5N:

D

Check SSM

SSN verification Status:
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The ‘Check SSN’ button may be used to check the current status of a record’s
SSN Verification request. Depending on this status, a message similar to the one
displayed below will appear on the screen.

SSHN Verification Alert

The decedent's information has been submitted to the Social Security
Administration's SSN Online Verification System. A response is expected shortly.

ok |
Up to five (5) separate attempts can be made to verify/re-verify the SSN. The
system will count the attempts made and if three (3) or more attempts are made
on the same record, an entry will be made in the system audit log. Multiple

attempts on the same record could be an indicator that various names and/or
Social Security Numbers are being entered to ‘fish’ for matches.

4.7.1. Response Generation

The following responses will be interpreted as successful results: Passed(Y),
FailSSN(1), FailGender(2), FailDOB(3), FailDOBGender(4), FailName(5.), SSA
Down (6). The ‘Passed’ response indicates that all related information matched
and the Social Security Number has been verified as being correct for the named
individual. The other 6 listed responses indicate a discrepancy that should be
investigated by the demographic verifier. The system will provide the
corresponding prompt, but the option to leave the record unchanged will exist
and will not prevent the record from being released.

DECEDENT'S SSN
SEN: 654-32-1098

S5N werification Status:
Check S5M

Responses such as AUTH UNAVAIL, INVALID, INVALID TRANID or Internal
SSA Failure will prevent the record from being released.

All of the 11 response codes listed above assume that a request will in fact be
followed by a response. If no response is detected, the system will re-submit the
same request a second time. This will be checked for when the demographic
verifier attempts to verify the demographic information. This second request
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using the same information will not be counted as one of the five attempts. A ‘no
response’ condition will prevent the record from being released from the

demographic queue.
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4.8. Medical Certifier Designation

Designation refers to the process of identifying the medical certifier who will
complete and certify the medical portion of the death certificate. This process
also serves to associate the death record with the login location associated with
the designated medical certifier so the record can be accessed by users who log
in under that location. Since certain cases will require that the Death Certificate
Work Sheet prints as part of the designation process, the following fields must be
resolved before the option to designate a medical certifier can be performed:

v Date of Death v" Decedent Middle Name
v Gender v' Decedent Suffix
v" SSN (or one of the key fields) v' County of Death

v' Date of Birth

v' Decedent Last Name

v' Decedent First Name
The type of medical certifier will need to be indicated as one of the following:

v" Physician

v" Physician Assistants

v" Advanced Practice Professional Nurse

v' Coroner

The process then allows a user to perform a full or partial name search within the
indicated certifier type.

If the medical certifier is not found, the user can indicate that the medical certifier
for the record is a non-participating certifier who is not in the list. If this is the
case or if the office associated with the selected medical certifier is marked as
non-participating, then the system will require the death certificate worksheet to
be printed as part of the designation process.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Search for the record that needs designation of a Medical Certifier using the
Unresolved Work Queue by setting the filter to Medical Certifier Office Not
Designated.

3. Select the desired record from the work queue.
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4. Select the Registration/Designate Medical Certifier menu item to initiate

M

the search/selection process. If the selected record has already been
Medically Certified, the message ‘This record has already been Medically
Certified’ will be displayed:

If the record has not been medically certified the Medical Certifier Designation
Search screen will appear:

edical Certifier Designation Search
Certifier Type —Select 3 value— w
First Name: Middle Mame: Last Name: License:

[ Search ” Cancel ]

Select Medical Certifier Type from the drop-down list.
Enter all available Medical Certifier Information:

a. First Name

b. Middle Name

c. Last Name

d. License Number

Click on ‘Search’.

Select appropriate medical certifier from list presented in the grid by clicking
on the appropriate row.
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Medical Certifier Designation Search

Certifier Type PHYSICIAN o
First Name: Middle Name: Last Name: License:
Smith

First Name Middle Name Last Name OfficeName Address Town -~

DALE H. SMITH SMITH, DALE H. ... IDAHO FALLS

DAVID HARLIN SMITH SMIMH, DAVID H... 235WEST 13TH ... IDAHO FALLS
_——

RICHARD M. SMITH SMITH, RICHARD .. TWIN FALLS

ROBERT 5. SMITH SMIMTH, ROBERT ... 3100 CRESCENT ... BOISE

5. WAYMNE SMITH SMIMTH, 5. WAYN... 5414 WEST OLD ... POCATELLO

CARL B SMITHSON SMITHSON, CAR.. BOISE

E. C. SHKITH SMMH. E. C. MED ... SPOKANE hd

Designate ][ Search ][ Cancel I

2

9.

10

v

Click on ‘Designate’ to assign Medical Certifier and Practice Location on the
death record.

.Depending in whether the designated Medical is or is not participating in the

electronic system, one of the following two scenarios will occur:

If the Designated Medical Certifier is participating in the electronic system,
a message regarding the status of designation (success or failure) will be
displayed -

Designate Medical Certifier

Designated Successfully.

Click ‘OK’ to close the message. If designation fails, repeat the designation
process by returning to and following Step 4 above.

If the Designated Medical Certifier is NOT participating in the electronic
system, a message indicating that the designated Medical Certifier is not
participating in the system will be displayed.
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Designate Medical Certifier

Your selected medical certifier is found as non-Participating.
To complete the designation process, the death certificate
worksheet is ready to print.

[ Ok ] [ Cancel ]

Clicking ‘Cancel’ will take you back to the Medical Certifier Designation
Search screen. To print the Death Certificate Worksheet click ‘OK’. The
Worksheet will open in a new PDF window as shown below:

€ http://75.146.233.11B/IDAHODeath/IDAHORPX/pdfGenerator.aspx?ticket=1027200892824AM627 - Windows In... E3
P P P

Al T (] http:,l',l'?5.146.233.11B,I'IDAHODeath,l'IDAHORPX,I'deGenerator.aspx?tickﬁt:l[[\'l 4| [ X 2|
File Edt GoTo Fawvorites Help
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State of Idaho
DEATH CERTIFICATE WORKSHEET

~1.DECEDENT & LEGAL NAME (nclude ARA'S 1 8ny] (Fris, Middis, Last, Sue) T 8EX 3. 20CIAL SECURITY NUMBER
TepEan LUKE ADOLF SKYWALKER MALE 541811341
PRINT K
EmMLRENT
TN 42, AOE-Lzst Erihday |SbUNDER 1 VEAR |4C.UNDER 1 DAY | £ DATE OF BIRTH (MaDay/¥r) &, BIRTHPLAGCE (Cy and State, Terrlary, ar Farelan Sauniry)
DO NOTUSE “ Months | Days Hours | Minutes: P T
FELT T PN (Years) s
* 44_METHOD OF DIEPOSITION 6. PLACE OF DISPORITION (Name and addrass of cemetery, | * 18. NAME AND COMPLETE ADODRESS OF FUNERAL FACILITY
[ sural ] crematian Cremanory. oiher place)
E ::':;::I — I:HE R TOEHN DAY CEMETERY, EICHWAY 18 ACCENT FUNERAL HOME, 1503 NORTH MATY STREET
[ Gtner tzaectn ELOCMINGTON, ID 83464 MERIDIAN, ID 83442
+ 17a. BIGNATURE OF FUNERAL SERVICE LICENIEE OR PERICN ACTING A3 SUCH | * 170 LICENE NUMBER (Of Icenses| 8. WAS GOROMNER GONTACTED
DUE TO GAUSE OF DEATH?
¥ ELECTRONICALLY FILED: CAURAV FRABHT 154 [ e [=

INSTRUCTIONS FOR MEDICAL CERTIFER OF RECORD

Please complete/verify the information listed below. By completing this worksheet and affixing your signature on item
#39a, you hersby give permission for the funeral home of record as listed in item #16 to enter said information on your
behalf into the Idaho Electronic Death Registration Systern (EDRS) for the deceased individual associated with this
worksheet.

In lieu of funeral home staff entering medical information on your behalf,you may enroll and participate directly
in the Idaho EDRS by contacting Idaho Vital Statistics at (208) 334-5978.

*18a. IF DEATH OCCURRED IN & HOSFITAL: | = 18h. IF DEATH OCCURRED 30MEWHERE OTHER THAN & HOIFITAL:
if] rpasent  2[7] ER/Cwipatent 3[7] Do | 4[] Hosice facily 5[] Mursing homeiLang temm care facily 5[0 Decedents home T[] Sther (Soeciy)

+20.Faolify Nama# 0ot faziily, gve sreet and number) +29. TV, TOWN, OR LOCATION OF DEATH, AND ZIF CODE +22. COUNTY OF DEATH
ONEIDA COUNTY HOSHITAL ONEIDA
= 23. GATE OF DEATH|Ma/Day/¥r) (Go=1 monin) 24. TIME OF DEATH 26. DATE FRONOUNCED DEAD (MoDayi¥r) (Soei monin) | 25 TIME PRONCUNGED DEAD)|
10:00 o Dieesbar 17, 2005 11:40 e
27 CAUZE OF DEATH Approximate interval:

PARTI Enter the chain of events —-glssases, injurizs, or comalafions-hat drectly causes e o
arrest, respiratory amess, or vendricular fioriiation without showing the sticlogy. DO NOT ABEREW
v TE GAUSE (Final _ pexprve
2

diszaze or condltion
remiting i ceady | ¥ DUE TO dor as a consequence oy

. OO NOT enter teminal events such as candlac Oneatio Destn
der only one Cause on a lne

‘Bequentially st condhions, |,
f any, lsacing 1o the cause DUE TC 107 25 8 Conzequence ofx

Is52d o line 3. [Enter iy

Unknown Zone
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Click on the printer icon ©F to print the Death Certificate Worksheet. The MS
print window shown below will be displayed. Select the appropriate printer
from the Printer list and click ‘OK’.

Print

Printer

Ctatuz  Ready Comments and Forms:

Type:  Dell Lazer Printer 3100cn PCLE Document and Markups |8

Frint B anige Prewiew: Composzite

OF] K 8.5

ot

() Current view e

Subszet:

[ ]Reverse pages
FPage Handling
Copies: 1 & 11

Page Scaling: | Shrink to Printable Area '.V

Auto-Rotate and Center

[ ] Choose Paper Source by POF page size

=k

[ Print to file Units: Inches Zoom; 367

141 1)

lF'rinting Tips] [.ﬁ.dvanced l [ Q. ] [ Cancel ]

Once the Death Certificate Worksheet has printed, click the X at the top right
hand corner to close the PDF window.
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4.9. Coroner Referral

If a record has been designated to a participating Medical Certifier who is not a
coroner and the record has already been medically certified, upon final review
before Demographic Verification the funeral director may determine that the
provided medical information indicates that the record might fall under the rules
requiring a coroner to be the medical certifier. This determination is to be made
by the coroner and since the coroner may or may not choose to become the
Medical Certifier, removal of the existing medical certification (decertification) is
undesirable.

For records that have been electronically medically certified but not yet
demographically verified, an option to ‘Refer to Coroner’ will be enabled under
Registration. The selected coroner’s location may or may not be participating in
the electronic system.

4.9.1. Refer to Coroner if Coroner’s Location is Participating

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Search for the record that needs Coroner Referral using the Unresolved
Work Queue by setting the filter to Demographic Verification Not
Completed.

3. Select the desired record from the work queue.

4. Select the Registration/Refer to Coroner menu item to refer the selected
record to a coroner. The following message will be displayed:

Demographic Data Entry - IDAHO

Are you sure you wish to refer this record to the coroner?

5. Click ‘No’ to cancel the ‘Refer to Coroner’ process. Click ‘Yes’ to open the
following screen:
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Referal To Coroner
Coroner Office: _Calart 3 value— w
Coroner: —Ealect 3 vallue— w

Comment:

[ Ok I Cancel ]

6. Select the Coroner’s Office and Coroner from their respective drop-down lists,
enter a comment if desired and click ‘OK’. The following message will be
displayed:

Reviews - IDAHO

Referred to Coroner Successfully.

—

7. Click ‘OK’ to complete the ‘Refer to Coroner’ process. The record will marked
with this coroner for referral (not as a medical owner but so that the record
appears in that coroner’s queue). The record will be flagged as ‘Pending
Coroner Review’

8. An email will be sent to the Coroner indicating that the record has been
referred to him/her for review the record will appear in the work queue at the
Coroner Location and may either be accepted or declined by the Coroner.

9. If the Coroner accepts the case, he/she will de-certify the record and edit
relevant information on it before certifying it. You will then need to
Demographically Verify the record before it can be released to the State.

If the Coroner declines the case, he/she will have to enter a mandatory
comment indicating a reason for declining the record. You will be able to view
the Coroner’'s comment before Demographically Verifying the record. This
action will release the record to the State.
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4.9.2. Refer to Coroner if Coroner’s Location is NOT Participating

1.

na

5.

Login to the Idaho Web Death Module following the Login — System Access
instructions.

Search for the record that needs Coroner Referral using the Unresolved
Work Queue by setting the filter to Demographic Verification Not
Completed.

Select the desired record from the work queue.

Select the Registration/Refer to Coroner menu item to refer the selected
record to a coroner. The following message will be displayed:

Demographic Data Entry - IDAHO

Are you sure you wish to refer this record to the coroner?

Click ‘No’ to cancel the ‘Refer to Coroner’ process. Clicking ‘Yes’ will open
the following screen:

Referal To Coroner

Coroner Office: I ——— -
Coroner: —Calact 3 value w
Comment:
[ Ok I Cancel ]
6. Select the Coroner’s Office and Coroner from their respective drop-down lists,

enter a comment if desired and click ‘OK’. The system will display a message
indicating that the Coroner is not participating electronically and will provide
an option to print a death certificate worksheet with only the demographic
information filled in so the coroner can complete the medical part of it and
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also a Death Certificate abstract containing all of the current information to be
provided to the coroner for reference.

If you choose to print the above, the field ‘Was Coroner contacted due to
Cause of Death’ on the Demographic 4 tab is set to ‘Yes’ and the Record is
marked as ‘Pending Coroner Review’.

If the Non-participating Coroner indicates that the case should be a coroner
case, you will need to contact the original Medical Certifier and request de-
certification of the record in question. Once de-certification is completed, re-
designate the record to the Non-participating Coroner, complete Proxy
Medical data entry once the Coroner returns the completed Death Certificate
Worksheet and perform Demographic Verification.

If the Non-participating Coroner indicates that the case is not a coroner case,
you will need to enter a comment in the Comments tab indicating the
Coroner’s response before demographically verifying the record. Once
Demographic Verification is complete, remove the ‘Pending Coroner Review’
flag on the record.
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4.10. Print/Re-print Death Certificate Worksheet

The death certificate worksheet is generated by a participating funeral home
when the medical certifier is not participating. The worksheet is manually
provided to the medical certifier to be completed, signed and returned to the
funeral home. The funeral home then completes data entry of the medical items
using information provided on the worksheet. When the funeral director
electronically verifies the record they must also make an attestation confirming
that they have in their possession the signed worksheet from the medical
certifier.

If the funeral home designates the record to a non-participating medical certifier
the system will force printing of the Death Certificate worksheet from within the
designation process. Once the record has been designated to a non-participating
medical certifier, the option to print the death certificate worksheet will also
enable within the demographic data entry process.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Search for the record that needs designation of a Medical Certifier using the
Unresolved Work Queue by setting the filter to Medical Certifier Office Not
Designated.

3. Select the desired record from the work queue.

4. Select the Registration/Designate Medical Certifier menu item to initiate
the search/selection process. If the selected record has already been
Medically Certified, the message ‘This record has already been Medically
Certified’ will be displayed:

If the record has not been medically certified the Medical Certifier Designation
Search screen will appear:
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Medical Certifier Designation Search

Certifier Type —Select 3 value— w
First Name: Middle Mame: Last Name: License:

[ Search ” Cancel ]

5. Select Medical Certifier Type from the drop-down list.
6. Enter all available Medical Certifier Information:

a. First Name

b. Middle Name

c. Last Name

d. License Number
7. Click on ‘Search’.

8. Select appropriate medical certifier from list presented in the grid by clicking
on the appropriate row.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
. ID-01-1010-Funeral Home L
| Genesis Systems, Inc. Training Guide-1.0-10202008 \l/eors'on'
Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 95 of 208

Medical Certifier Designation Search

Certifier Type PHYSICIAN e
First Name: Middle Mame: Last Name: License:
Srmith

Designate ” Search ][ Cancel ]

First Name Widdle Name Last Name OfficeName Address Town -~

DALE H. SMITH SMITH, DALE H. ... IDAHO FALLS

DAVID HARLIN SMITH SMIMH, DAVID H... 235WEST 13TH ... IDAHO FALLS
I S R 7 N T

RICHARD SMITH SMITH, RICHARD .. TWIN FALLS

ROBERT 5. SMITH SMITH, ROBERT ... 3100 CRESCENT ... BOISE

5. WAYNE SMITH SMITH, S. WAYN... 5414 WEST OLD ... POCATELLO

CARL B. SMITHSON SMITHSON, CAR... BOISE

E. G SMITH SMMTH. E. C. MED ... SPOKANE hd

4 3

9. Click on ‘Designate’ to assign Medical Certifier and Practice Location on the
death record.

10. A message indicating that the designated Medical Certifier is not participating
in the system will be displayed.

Designate Medical Certifier

Your selected medical certifier is found as non-Participating.
To complete the designation process, the death certificate
worksheet is ready to print.

[ ok ] [ Canicel ]

Clicking ‘Cancel’ will take you back to the Medical Certifier Designation
Search screen. To print the Death Certificate Worksheet click ‘OK’. The
Worksheet will open in a new PDF window as shown below:
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State of ldaho
DEATH CERTIFICATE WORKSHEET
DECEDENT *1.DECEDENT S LESAL NAME (include ARA's f any] (Frrst, Middle, Last, Suflln) L. 8EM 8. 30CIAL IECURITY NUMBER
TYPEOR LUKE ADOLF SKYWALKER MALE B91-41-2341
PRINT N
P:.::::'::“ 4a. AGE-Last BErthday |Sb_UNMDER 1 YEAR |4C_UNDER 1 DAY | & DATE OF BIRTH (Mo/DayYr) 8. BIRTHFLACE (City and State, Territory, or Foreign Country)
00 NOT USE = Maonths | Days Hours | Minutes — AN AT
FELT T8 PEN (Years)
* 14, METHOD OF DIZFO 8ITWOM 16. PLACE OF DISPOIITION (Name and address of cemetery, * 18. NAME AND COMPLETE ADODRESE OF FUNERAL FACILITY
[F] Gural ] crematizn eramatzey cenar plaze)
u] z""“"ﬁ a F D TOELN DAY CIMETERY. EIGHWAY 15 ACCENT FUNERAL HOME, 1303 NORTH MATY STREET
E -DII:':IF:.;:&!:E'I 2 ELOCMINGTON, ID 83484 MERIDIAN, ID 83442
# 17a. IGNATURE OF FUNERAL $ERVICE LICENZEE OR PERION ACTING A8 BUCH * 17k LICENZE NUMEER (2 lcensae) 18. WAL CORCMNER CONTACTED
DUE TO CAUSE OF DEATH?
i ELECTRONICALLY FILED: CAURAV FRAEHT 1254 D Tes Na

INSTRUCTIONS FOR MEDICAL CERTIFER OF RECCRD

behalf into the Idaho Electronic Death Registration System (EDRS) for the deceased individual associated with this
worksheet.

in the Idaho EDRS by contacting Idaho Vital Statistics at (208) 334-5978.

Please complete/verify the information listed below. By completing this worksheet and affixing your signature on item
#39a you hereby give permission for the funeral home of record as listed in item #16 to enter said information on your

In lieu of funeral home staff entering medical information on your behalf,you may enroll and participate directly

arrest, respiatory amest, or veniricular fieriation without showing he sficlagy. DO MOT ABEREWIATE. Eréer anly ane cause on a lne:
MMMEDIATE CAUSE (FIndl  pEworve
@mease or congition S

PLACE OF
*18a.IF DEATH OCCURRED IN & HOSPITAL: | - 18b. IF DEATH OCCURRED 20MEWHERE OTHER THAN A HOIFITAL:
1 reazent 2] ERCutoatent 2[7 oo | 4[7] Hosoice tacity 5[] Mursing homeiLang t=mm care faciiy §[7] Decegentsnome T[] Sther (Saeciy)
* 20 Faolitty Nama i DSt taciily, gve sveet and number) +21. GITY, TOWK, OR LOCATION OF DEATH, AND ZIF GODE +22_ GOUNTY OF DEATH
ONEMA COUNTY HOSHITAL ONEIDA
39 DATE OF DEATH WDy vr) (Goel monin) 98, TIME OF DEATH 36, DATE FRONOUNCED DEAD [MoiDayivr) (So=1 monin) | 26 TIME PRONOUNCED DEAD)|
10:00 Derabar 17, 2005 11:40
(24m0y {2any
'CAURE OF 27 CAUZE OF DEATH Approwimate mterval:
DEATH FARTL. Enter the Char of sysnts --oizesses, rjuriss, or comolatons--rat cirectly Cauzes e ceat DO NOT srber tenminal swents 1uch as cariac Onsstic Death

resubing in geath) IDUE TC jor 23 a consequence of

Zequensaly st condlices,

I any, lzacing fo the cauze DUE TC {or 23 a cansequence afx
llztad o line 3. Enter the

Unknown Zone

11.Click on the printer icon = to print the Death Certificate Worksheet. The MS

print window shown below will be displayed. Select the appropriate printer
from the Printer list and click ‘OK’.
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12.0nce the Death Certificate Worksheet has printed, click the X at the top right
hand corner to close the PDF window.

13.0nce Designation is complete, an option to print the Death Certificate
Worksheet will also become enabled under the Registration menu by
selecting the Registration/Print/DTP menu item. This will allow you to re-
print the Worksheet. However, the ability to print the death certificate
worksheet for a given record will become unavailable once the record has

been demographically verified.
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14.1f you attempt to print the worksheet manually when the designated medical
certifier is participating, the following warning message will appear and
require a response before the worksheet prints:

OK Cancel

The medical certifier designated on this record is participating electronically. A
death certificate worksheet should not be printed unless there is some reason
that the medical certifier cannot complete this record directly in the system. A
worksheet should only be generated if the medical certifier is not participating
in the electronic system. Are you sure you wish to print a death certificate
worksheet?

Click ‘OK’ to print the Worksheet. Click ‘Cancel’ to terminate the Death
Certificate Worksheet printing process.
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4.11. Proxy Medical Data Entry

Data fields that are categorized as Medical are positioned on separate data entry
tabs from those that are categorized as Demographic. Demographic data entry
will support capture of all fields (demographic and medical) with the following
rules applying to the tabs that contain the medical fields.

Fields on the medical tabs will be enabled for data entry within demographic data
entry unless one of the following is true:

v' The record has been saved by a user who accessed the record from the
medical data entry process

v" The record has been saved by a user who accessed the record from the
general data entry process

Note: if the record is designated to a medical certifier at a different medical
location after having been saved at a medical location, the medical tabs on the
record will be enabled for data entry.

This approach supports data entry of the medical section of the record by funeral
homes when the medical certifier is not participating and provides the information
needed to the funeral home on the Death Certificate Worksheet. When the
medical data entry has been completed by a user logged in under a funeral home
location and the record has not been medically certified by a medical location, an
additional attestation is required when the record is electronically signed
(demographic verification) by the funeral director. Refer to 4.12 Demographic
Verification for details.

1. Follow the steps to print a Death Certificate Worksheet for a record as
outlined in section 4.8 Print/Reprint Death Certificate Worksheet.

2. Once this worksheet is completed by the non-participating medical certifier
and returned to you, proceed to complete data entry on the 3 Medical tabs
associated with the record. For more information on performing Medical Data
Entry, refer to section 4.19 Medical Data Entry Tips.
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4.12. Print full Death Abstract

This option allows the demographic data entry user to print an abstract version of
the Idaho death certificate containing as much information as has been captured
for both the demographic and medical sections. An ‘UNOFFICIAL” watermark will
print on the background of the form. This form will be associated with the

demographic data entry process and may be printed at any time.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Retrieve the desired record using the Work Queue Search or the Search
Screen.

3. Select the Registration/Print/Death Certificate Abstract menu item.

4. The message ‘Report is ready for printing’ will be displayed. Click ‘OK’. The
form will open in a new PDF window as shown below:
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5. Click on the printer icon = to print the Death Certificate Abstract. The MS

print window shown below will be displayed. Select the appropriate printer

from the Printer list and click ‘OK’.
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6. Once the Death Certificate Abstract has printed, click the X at the top right
hand corner to close the PDF window.
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4.13. Print BTP/Blank BTP

Print BTP Form

A Funeral Director will be able to print a BTP form any time after the record has

been saved.

1. Save the record you are currently processing if you wish to print a BTP or
retrieve the desired record for which you wish to print a BTP using the Work

Queue Search or the Search Screen.

2. Select the Registration/Print/BTP menu item.

Corresponding warning messages will be displayed if any of the following are

true:

v" The method of disposition is cremation and the coroner has not

electronically signed the cremation authorization
v' The method of disposition is not resolved
v' The medical certifier has not electronically signed the BTP (when

applicable)

3. If all of the above conditions are satisfied, the message ‘Report is ready for
printing’ will be displayed. Click ‘OK’. The form will open in a new PDF

window as shown below:
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- e
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INSTRUCTIONS FOR COMPLETING PAPER DEATH CERTIFICATES

* Ataminimum, compiste [fems 1; 14; 18; 17a; 17b; 138 or 13b; 20; 21; 22; 23; and 35d for the 24-Hour Report and Authorizstion for Final Disposition

24-HOUR REPORT OF DEATH
If Certificate of Death is completed electronically. a paper 24-Hour Report does not need to be filed
In all ather casas, a Report of Death must be mailed to (or etherwise filed with) the Lecal Registrar
10. EvER M LLE of the district in which death occurred within 24 hours after taking possession of the body.
ARMED

FORCES? CERTIFICATE OF DEATH
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<
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[=]
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Sl Ove
i} A& completed death certificate must be filed with the Local Registrar where death occurred within
5 [ e five (5) days from the dale of death.
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e — g * 14. METHOD OF DISPOSITION 16. FLAGE OF DIZFOSITION (Name and address of cemetery, * 18. NAME AND COMFLETE ADDRESS OF FUNERAL FACILITY
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4. Click on the printer icon =* to print the BTP form. The MS print window
shown below will be displayed. Select the appropriate printer from the Printer
list and click ‘OK’.
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5. Once the BTP Form has printed, click the X at the top right hand corner to

close the PDF window.

Print Blank BTP Form

A Funeral Director will be able to print a Blank BTP form at any time.

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Registration/Print/Blank BTP menu item.
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3. The message ‘Report is ready for printing’ will be displayed. Click ‘OK’. The
form will open in a new PDF window as shown below:
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INSTRUCTIONS FOR COMPLETING PAPER DEATH CERTIFICATES
* Ataminimum, complete [tems 1; 14; 16; 17a; 170; 19a or 19b; 20; 21; 22; 23; and 35d for the 24-Hour Report and Authorization for Final Disposition

24-HOUR REPORT OF DEATH
If Certificate of Death is completed elecironically. a paper 24-Hour Report does not need to be filed
In all other cases, a Report of Death must be mailed fo (or otherwise filed with) the Local Registrar
[10. EVER M U8 of the district in which death occurred within 24 hours after taking pessession of the body.
ARMED
L CERTIFICATE OF DEATH
Qe A& completed death certificate must be filed with the Local Registrar where death occurred within
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4. Click on the printer icon ¥ to print the Blank BTP Form. The MS print
window shown below will be displayed. Select the appropriate printer from the
Printer list and click ‘OK’.
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5. Once the Blank BTP Form has printed, click the X at the top right hand corner
to close the PDF window.
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4.14. Demographic Verification

This section describes different aspects of Demographic Verification and
addresses certain implications of this process.

Performing Demographic Verification

Demographic Verification is the electronic equivalent of signing the death
certificate. Demographic verification cannot be performed until the entire death
record is complete; all fields (including medical) must be resolved. If the
designated medical certifier is participating, then medical certification is required
before demographic verification can be performed. If the medical certifier is ‘non-
participating’, then medical data entry fields must all be resolved and the
verification process will include an additional attestation regarding the signed
worksheet from the medical certifier. The Demographic Verification Screen
displays the Decedent Name, Date of Death, Date of Birth, Gender and Place of
Death to provide a means of insuring that the correct record has been reviewed.
The screen also displays the name of the demographic verifier (funeral director)
associated with the record.

NOTE: Demographic Verification can ONLY be performed once Medical
Certification has been completed, electronically or on paper.

Thus, before demographic verification can be successfully performed at a
Funeral Home, the following must be accomplished:

v" Demographic Data Entry Fields must all be resolved
v' Medical Data Entry fields must all be resolved

v If the record is associated with a participating medical certifier then
electronic medical certification must be complete

If the record is associated with a non-participating medical certifier then
medical certification must be complete on the Death Certificate Worksheet

v" A request for SSN verification must have been submitted

v A record coming from demographic or medical data entry cannot have a
date pronounced that is more than 365 days prior to the date verified by
the Funeral Director. If the date pronounced is more than 365 days prior to
the system date when demographic verification is done, the following
message will be displayed:

Date pronounced is more than 365 days ago. This is a delayed record and
cannot be filed electronically. You may print a copy of this record on a death
certificate form and obtain the required signatures or create an entirely new
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death certificate manually. The record will remain in your work queue until it is
manually filed at the State. Do you wish to print this record now?

Yes No

Select ‘Yes’ to close the message and print the record. If you select ‘No’ the
message will close without printing the record.

Important Note: A demographic verifier can only perform demographic
verification on records that identify him/her on the record as the demographic
verifier.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Search for the desired record using the Work Queue Search by setting the
unresolved work queue filter to Demographic Verification Not Complete.

3. Select a record from the Work Queue drop-down list.

4. When the appropriate record appears on the screen, click on the

‘Demographic Verification’ icon = or select the
Registration/Demographic Verification menu item to initiate the
demographic verification process.

5. If the medical certifier associated with the record is NOT participating,
then an attestation statement will appear on the verification screen and you
will need to indicate that you agree with the attestation before you can verify
the record. The following statement will be followed by the options to agree or
disagree:

Demographic Data Entry - IDAHO

I agree that entry of my personal identification number to
electronically verify this death record also constitutes an attestation
to the fact that a death certificate worksheet signed by the medical

certifier identified on this death record and reflecting the medical
information contained on this death record is in my possession.

Yes I [ Mo
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You must click ‘Yes’ to agree to the above statement before continuing to the
verification process. If you disagree, the system will exit the verification
process and the record will remain unverified.

6. If you agree to the attestation above or if the Medical Certifier for the record is
participating the following screen will be displayed:

Demographic Verification -

General Information
First Name: Middle Name: Last Name: Suffix:

Death Information
Date Of Death Type:

Date Of Death From: Date Of Death To: Date Of Birth: Gender:
Verifier Information
Flace Of Death: Demographic Verifier:

Preview ][ Verify ][ Cancel ]

7. To view a print preview of the Unofficial Death Certificate Abstract, click on
the ‘Preview’ button. A message ‘Ready to Print’ will be displayed. Click ‘OK’
to preview the Death Abstract. If desired, you may print this Abstract.
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Click on the printer icon = to print the Abstract. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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8. Once the Unofficial Death Certificate Abstract has printed, click the X at the
top right hand corner to close the PDF window.

If you detect data that needs to be changed before the record is verified, the
‘Cancel’ button will allow you to exit the Demographic Verification process.
You can edit and resave the record before initiating the verify process again.

9. To Demographically Verify the record, click the ‘Verify’ button. The system
will display a screen with the following statement: ‘I verify that to the best of
my knowledge the Demographic Information on this record is complete and

accurate.’
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I certify that to the best of mv knowledge the Demographic Information on this record is complete and
accurate,
PIN:

10.Enter your PIN and click ‘OK’. If the PIN is valid, the following message will
be displayed:

Demographic Data Entry - IDAHOD

Record Verified Successfully.

11.When you click ‘OK’ the record will be marked as verified and the following
form will appear to support ordering of initial certified copies:
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-lml:lo-—-— : | J [[If-:__-lf;[..'l'H h\ -\"]‘-'.ll.[-?,-\R-il-'_
Initial Certified Copies

Decedent Name:

Date of Death: Flace of Death:

Funeral Home MName:

Funeral Home Address: Street:

City: State: Zip:

Would you like to order copies of this record at this time? [ Yes ] [ Mo ]

(Please MNote: If the cause or manner of death is "pending’, copies ordered now will reflect such. Full fees will be required for updated
copies- no replacements)
Number of State Certified Copies: Regular Copies: VA Copies:

Mumber of Local Issuance : Regular Copies: VA Copies:

(Please Mote: A total of 1 VA copy may be ordered and only if the armed services question is answered as "Yes")
Copies requested on behalf of:
MName Relationship to Decedent

Send all State Copies to the Funeral Home at the above address?
Number of copies to be =ent to the funeral home at the above address:

Remaining State copies to be sent to
Address:

City/Town:
State Abbreviation:
Zip:

For Local Issuance please specify the Local Office:

In =igning this reguest, [ attest I am ordering the certificate(s) on behalf of an individual that is legally authorized to receive said
certificate(s) according to Idahe Code and Rules as an immediate family member, next of kin, or as a legal representative. The

name and relationship of the perzon are specified above.

12.1f you select ‘No’ in response to the question ‘Would you like to order copies
of this record at this time?’ no copies will be ordered, the screen will close and
you will be taken to the Demographic Data Entry screen 1. If you select ‘Yes’
the fields shown on the form below will become enabled:
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Initial Certified Copies

Decedent Name:
Date of Death: Place of Death:
Funeral Home Name:

Funeral Home Address: Street:

City: State: Zip:
Would vou like to order copies of this record at this time? I Yas l [ Mo ]
{Please Note: If the cause or manner of death is 'pending’, copies ordered now will reflect such. Full fees will be reguired for updated
. | "
Mumber of State Certified Copies: Regular Copies; VA Copies:
Number of Local Issuance . Regular Copies: VA Copies:

(Please Note: A total of 1 VA copy may be ordered and only if the armed services question is answered as "Yes")
Copies requested on behalf of:
MName Relationship to Decedent

Send all State Copies to the Funeral Home at the above address?
Number of copies to be =ent to the funeral home at the above address:

Remaining State copies to be sent to
Address:

City/Town:
State Abbreviation:
Zip:

For Local Issuance please specify the Local Office:

In =igning this request, I attest I am ordering the certificate(s) on behalf of an individual that is legally authorized to receive =aid
certificate(s) according to Idaho Code and Rules as an immediate family member, next of kin, or as a legal representative. The

name and relationship of the person are specified above.

13. Enter applicable information in the ‘Number of State Certified Copies:’ and
‘Number of Local Issuance:’ fields. Complete at least one row (Name and
Relationship to Decedent) of the ‘Copies requested on behalf of:’ fields.

14.1f you enter a value greater than 0 in the ‘Regular Copies:’ and/or ‘VA Copies:
fields for ‘Number of State Certified Copies:’ - the ‘Send all State Copies to
the Funeral Home at the above address?’ drop-down list will become
enabled. If you select ‘Yes’, proceed to step 14. If you select ‘No’, the fields
shown below will become enabled:
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lDﬁHO— m HEALTH « WELFARE
Imitial Certified Copies

Decedent Name:

Date of Death: Place of Death:
Funeral Home Name:

Funeral Home Address: Street:

City: State: Zip:

Would you like to order copies of this record at this time? [ Yeas ] [ Mo ]

(Please Mote: If the cause or manner of death is "pending’, copies ordered now will reflect such. Full fees will be required for updated
copies- no replacements)
Number of State Certified Copies: Regular Copies: 1 VA Copies:

Number of Local I=suance : Regular Copies: VA Copies:

{Please Note: A total of 1 VA copy may be ordered and only if the armed services question is answered as "Yes’)

Copies requested on behalf of:
Name Relationship to Decedent

Send all State Copies to the Funeral Home at the above address? Mo w

MNumber of copies to be sent to the funeral home at the above address:

Remaining State copies to be =ent to
Address:

City/Town:
State Abbreviation:

Zip:

L L L T L 133 [ LReI= 1= L = nd o | g = mofor w1

In =igning this reguest, [ attest I am ordering the certificate(s) on behalf of an individual that is legally authorized to receive said
certificate(s) according to Idaho Code and Rules as an immediate family member, next of kin, or as a legal representative. The

name and relationship of the person are specified above.

15. Enter the required information. If you did not enter any values in the ‘Number
of Local Issuance:’ fields proceed to step 14.

If you entered a value greater than 0 in the ‘Regular Copies:’ and/or ‘VA
Copies:’ fields for ‘Number of Local Issuance:’ one of the following will occur:

A) If the date pronounced on the record is more than 365 days prior to the
system date, the system will provide the following warning and clear the
values from both types of Local Copies:

The date pronounced is more than 365 days ago. Local issuance copies
cannot be requested electronically. Please request these local copies
outside of the system.
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B) If the year of death on the record is not supported by a current State File
Number sequencer, the system will provide the following warning and
clear the values from both types of Local Copies:

This record is classified as ‘Overdue’. Local issuance copies cannot be
requested electronically. Please request these local copies outside of the
system.

C) If the record has been flagged as a ‘Replacement’ (in the NEW process,
the system matched this record to an existing FILED ‘Presumptive’ record
but ‘Add NEW’ was selected anyway ), the system will provide the
following warning and clear the values from both types of Local Copies:

This record is classified as a ‘Replacement’ because it appears to match a
record that had already been filed as a Presumptive Death Record. Local
issuance copies cannot be requested electronically. Please request these
local copies outside of the system.

D) If the record does not have a date pronounced that is more than 365 days
prior to the system date and the year of death is supported by a State File
Number sequencer and the record has not been flagged as a
‘Replacement’, the ‘For Local Issuance please specify the Local Office:’
drop-down list will enable. Select a Local Registrar from the drop-down
list.

16.Click the “‘Verify’ command button to complete the ordering process. The
following conditions need to be true for the process to be completed:

v The total of Regular and VA copies from the state or local should be
greater than 0. If the total is not greater than 0, the following message will
be displayed:

Initial Certified Copies - IDAHO

The total of regular and VA copies from the state or local is less than 1

OK

v At least one name and relationship has to be entered in the ‘Copies
requested on behalf of:’ fields. If not, the following message will be
displayed:
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Initial Certified Copies - IDAHO

At least one name and relationship has to be entered for 'Copies requested on behalf of".

v If ‘Send all State Copies to the Funeral Home at the above address?’ is

‘No’ then ‘Number of copies to be sent to the funeral home at the above
address’ should not be blank and the first three lines for ‘Remaining State
copies to be sent to’ should not be blank. If they are blank, the following
message will be displayed:

Initial Certified Copies - IDAHO

‘Number of copies to be sent to the funeral home' is not blank and the address, city/town
and state for 'Remaining State copies to be sent to’ are not blank.

If a value greater than 0O is entered for the number of regular or VA copies
from local Issuance then the field ‘For Local Issuance please specify the
Local Office’ should not be blank. If it is blank, the following message will
be displayed:

Initial Certified Copies - IDAHO

If a value = 0 is entered for the number of regular or VA copies from local issuance then the
field ‘for local issuance please ensure the local office’ is not blank.

v' The total of State VA copies and Local VA copies should not be greater

than 1. If the total is greater than 1, the following message will be
displayed:

Initial Certified Copies - IDAHO

The total of state VA copies and local VA copies cannot be = 1.

If all of the above conditions are satisfied, the system will ask for your PIN.
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F.H. Licenzee:

Pin:

Cancel l

17. Enter your PIN and click 'OK’. The following message will be displayed:

18.Click ‘OK’. The order screen will close and you will be returned to
demographic data entry screen 1. The record will be released to appear in
Registration Review.

Initial Certified Copies - IDAHO

Local Copies Inserted Successfully.
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4.15. Medical Certification by Funeral Director

Funeral Directors will complete Medical Certification within demographic data
entry to accommodate the electronic filing of records for a non-participating
Medical Certifiers.

In this case, the Funeral Director will certify the record before demographically
verifying it by attesting to the fact that he/she has in his/her possession a Death
Certificate Worksheet signed by the Medical Certifier identified on the death
record and reflecting the medical information contained on the record. The
attestation message is shown below.

Demographic Data Entry - IDAHO

I agree that entry of my personal identification number to
electronically wverify this death record also constitutes an attestation
to the fact that a death certificate worksheet signed by the medical

certifier identified on this death record and reflecting the medical
information contained on this death record is in my possession.

l Yes ] [ Mo ]

See section 4.14 Demographic Verification for more information.
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4.16. Respond to Query

A query is generated to request additional information or verification of data
provided on the record. A record may have one or more demographic queries
and medical queries pending at the same time.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Search for the desired record using the Search Screen or the Work Queue
Search by setting the unresolved work queue filter to Query Pending.

3. Once the record is retrieved, click on the ‘Response to Query’ I icon. The
system will ask you to re-enter your User Name and Password:

Response to Query - Login
U=zer Name:

Password:

[ Ok l Cancel ]

4. Enter your User Name and Password and click ‘OK’. The ‘Response to
Query’ screen will open. It will contain fields for the name of the Query
Certifier and for the certifier's PIN.

Response to Query

Query Certifier:| o+ L w

SCICLL a ¥alu

ni)
i)

Fin:

Authentication I Cancel
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5. Select the Certifier name from the drop-down list, enter the appropriate PIN
number and click on the ‘Authentication’ button. A query list will open in a
new browser window. Click on a Query number to open the corresponding
Query Letter, shown below:
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& Query Letter - Windows Internet Explorer - |8 ﬁl
S A M |§, http:,l',l'?5.146.233.11B,I'IDAHODeath,l'Reviews‘r’UI,l’QueryRespond.htm?ticket=ilil *2|| % | |Live Search 2
File  Edit Favorites  Tools  Help
W [@Querv Letter ] ‘ M - Bl o= - |k Page + 0 Tooks -
&)
Query List: Date: 10/09/2008
s Query0  GAURAV PRABHU
ACCENT FUNERAL HOME
1303 NORTH MAIN STREET
MERIDIAN
IDAHO
83642
Dear GAURAV PRABHU ,
We recently received a death certificate where you were the certifying Funeral Service
Licensee listed on the record pertaining to the following individual.
DECEDENT'S NAME : KIMBLE JAKE
DATE OF DEATH: 09/09/2008
EDR NUMBER: 000000001167
Thank you for the submission of the death record, howewer upon reviewing the
information contained in the record we discovered some information that needs further
completion or correction. In order to complete the filing of this record, please complete
the responses to the queried items and return to our office at your earliest convenience.
If you have any questions regarding the information that is being queried, please
contact the Bureau of Vital Statistics at (208) 334-5984.
DEMOGRAPHIC QUERIER'S COMMENTS:
Marital Status: WIDOWED
@ Correct as listed
O Correct value is:
RESPONDER'S COMMENTS:
I, The Funeral Service Licensee of Record, declare that the information provided is
accurate to the best of my knowledge.
Signature Date Signed
v
<] Im | [
Done elnternet H100% -

6. Click the appropriate Radio Button to confirm or correct (enter correct value)
the queried field and enter an optional comment. Click ‘Submit’. A message
‘Query is ready for printing’ will be displayed.
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Click ‘OK’. The MS print window shown below will be displayed. Select the
appropriate printer from the Printer list and click ‘OK’.

v o | (& Prinkable Query

v | ] http:ii7s. 146,233, L1B{IDAHODeath R eviewsy|itinustet! = el da L

- q-:a Print

| General | Dptions|

Select Printer
:-_,;f HP LaserJat 4050 Series PCL
« .+ Lemistown 15t Floor Calor

12 LexmarkFax

Date: 10/09/2008 _ég Microsoft Office Doc

GAURAV PRABHU
ACCENT FUNERAL HOME

Lexmark 2200 Series

[« | (2]
1303 NORTH MAIN STREET 'l-——- I =
MERIDIAN Status:  Feady [ Prirat tar file
IDAHO Location:
Tt Cormmert:
Dear GAURAV PRABHU , Page Rangs
We recently received a death certificate wherg @al Mumber of copies: |1 /5
Licensee listed on the record pertaining to the glect
() Pages: 1 Collat
DECEDENT'S NAME : KIMBLE 14 : - - 2 2 3
DATE OF DEATH: 09/09/20 Enter either anmgIe pagie n5u;n§er aor a single 1
EDR NUMBER: opoooooag| || | PREFIE0SE: TOEARIRE

Thank you for the submission of the death rec [

. ; - 2 2 Print Cancel Appl
information contained in the record we discove ] ’ ] [ == ]
further completion or correction. In order to complete the fiing of this record, T
please complete the responses to the gueried items and return to our office at ‘
vour earliest convenience.
If you have any questions regarding the information that is being queried,
please contact the Bureau of Vital Statistics at (208) 334-5984.
DEMOGRAPHIC QUERIER'S COMMENTS:
Marital Status: WIDOWED
Correct as listed : TRUE i@
Done @ Internst ) 100% T

7. Once the Query Letter has printed, click the X at the top right hand corner to
close the ‘Query Letter’ and ‘Printable Query’ windows and return to
Demographic Screen 1.
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4.17. Relinquish a Record

Identification of a funeral home on a death record is established when a NEW
record is created in demographic data entry by that funeral home or in some
cases when the funeral home ‘picks up’ a record that is not already owned by
another funeral home as part of the ‘NEW’ record process.

Some scenarios will require that a Funeral Home that has become the ‘owner’ of
a record needs to ‘Relinquish’ the record so a different Funeral Home can pick it
up. The feature that supports this allows the current funeral home to remove itself
from the record making the record available to be picked up by a different funeral
home.

Notes:

v" The Relinquish process is not related to a ‘Trade Call’ circumstance where a
second funeral home is involved in providing some of the services.

v" When a record is relinquished, any information that exists in the ‘Filing on
behalf of fields will be cleared and the ‘Filing on behalf of’ checkbox will be
unchecked.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Retrieve an existing record that you wish to relinquish using the Work Queue
or Search Screen.

3. Click on the ‘Relinquish’ ™ icon. The following prompt will be displayed:

Demographic Data Entry - IDAHO

Are you sure you want to
relinquish this record?

I Yes J [ Mo ]

4. Click ‘Yes’ to relinquish the record. The application will confirm that the record
was relinquished successfully.
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Demographic Data Entry - IDAHD

Relinquished Successfully.

5. Click ‘OK’ to close the prompt and return to the Demographic Data Entry
screen.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent




Document ID:
’ . ID-01-1010-Funeral Home o
| Genesis Systems, Inc. Training Guide-1.0-10202008 Yersion:
’ Issue Date: :
- 10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 127 of 208

4.18. Reports

4.18.1. Statistics by Date and Manner

To print a report, the user will need to supply a date range based on the date of
death. The report will tabulate all deaths that are within the jurisdictional rules for
the user that also meet the date range criteria. The following reports may be
printed:

4.18.1.1. Deaths by Manner and Month of Death

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and
Month of Death menu item.

3. The following screen will be displayed:

IDAHO Report: Deaths by Manner and Month of Death

From Date: __{ [ To Date: __ . f

[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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S L |§, http:,l',l'?S.146.233.11B,I'IDAHODeath,I'IDAHORPX,I'deGeneratDr.aspx?ticket=IE[V] 3| X 2 |-

File Edit GoTo Favorites Help

— . ¥
v o [@http:ﬁ?&145.233.11sIIDAHODeathﬂDnHORerpdfG...I ‘ 5 - B b - |hPage v () Tods -

= A8 & i (@ @[ | >

s
10¢20/2008 Fage 1 aof 1
Deaths by Manner and Month of Death
Date From : 01/01/2008 - 10010/2008 1
Manth Natural  Accident  Suicide Homicide Pending Not Determined Totals
October 1 o o ] o [u] 1
Totals 1 o o o 0 1] 1
[we

9.63% 1100 [¢] | I (2]

Urknown Zone

6. Click on the printer icon ©* to print the Report. The MS print window shown

below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.2. Deaths by Manner and Time of Death

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Time of Death menu item.

3. The following screen will be displayed:
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IDAHO Report: Deaths by Manner and Time of Death

From Date: [ | To Date:| [ |

[ Generate l Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

€ http://75.146.233.118/IDAHODeath/IDAHORPX/p dfGenerator . aspx?ticket=10202008105132AM919 - Windows ... |- [0/
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= @ . 1t ®® [ - = -
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10/20/2008 Page 1 of 1
Deaths by Manner and Time of Death
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10:00am-10:58am 1 o o 0 8] 8] 1
[»
9.65% 11,0000 [<] 1l [2]

Unknowr Zone
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6. Click on the printer icon =¥ to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.

Print
Frinter
M ame: @st Floor Color > Froperties |
Ctatuz  Ready Comments and Forms:
Type:  Dell Lazer Printer 3100cn PCLE Document and Markups |8
Frint B anige Prewiew: Composzite
=) Al K a5 4
() Current view e

Subzet:
[ ]Reverse pages
FPage Handling
Copies: 1 & 11
Page Scaling: | Shrink to Printable Area '.V
Auto-Rotate and Center
[ ] Choose Paper Source by POF page size

=k

[ Print to file Units: Inches Zoom; 367

141 1)

lF'rinting Tips] [.ﬁ.dvanced l [ Q. ] [ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.

4.18.1.3. Deaths by Manner and Place of Death

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.
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2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Place of Death menu item.

3. The following screen will be displayed:

IDAHO Report: Deaths by Manner and Place of Death

From Date: __{ [ To Date: __ . f

[ Generate I Close ]

Enter the ‘From Date’ and “To Date’ in their respective fields and click

‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.4. Deaths by Manner and Type of Place of Death

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Type of Place of Death menu item.

3. The following screen will be displayed:
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IDAHO Report: Deaths by Manner and Type of Place of Death

From Date: [ |/ To Date:| [ |

[ Generate I Cloze ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

€ http:1/75.146.233.118/IDAHODeath/IDAHORPX /p dfGenerator. aspx?ticket=10202008111019AM634 - Wi... |~ | O/[Z4
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=5 & 1]it (@@ [ox | 5 ] :
ey
10y20/2008 Page 1 of 1
Deaths by Manner and Type of Place of Death
1
Date From : 01/01/2007 - 10/10/2008
Place Of Death Type Matural  Accident Suicide  Homicide Pending Mot Determined Totals
HOSPITAL - INPATIENT 1 il 0 o ] 0 1
[
9.63x11.000in  [<] 1l B
Done Unknown Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.5. Deaths by Manner and County of Death

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

County of Death menu item.

3. The following screen will be displayed:
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IDAHO Report: Deaths by Manner and County of Death
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[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the print icon = 1o print the report. Close the report window by
clicking on the X at the top right-hand corner of the screen.
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4.18.1.6. Deaths by Manner and Zip Code of Place of Death

1.

Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and
Zip Code of Place of Death menu item.

3. The following screen will be displayed:

IDAHO Report: Deaths by Manner and Zipcode of Place of Death

From Date: _f /

To Date:| [ |

[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent




Document ID:
‘ . ID-01-1010-Funeral Home Version:
Genesis Systems, Inc. Training Guide-1.0-10202008 10
et et e Issue Date: ’
10/28/2008

Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 139 of 208
‘€ http:/175.146.233.118/IDAHODeath/IDAHORPX/pdfGenerator.aspx?ticket=1020200810343PM8B17 - ... u@]
S i1 M |§, http:,l',l'?5.146.233.11B,I'IDAHODeath,l'IDAHORF‘X,l'deGenerator.af[V] 4| X R~

File Edit GoTo Favorites  Help

T 4 ["_'éhttp:,l',l'?S.146.233.118,|'IDAHODeathIIDF\HORPXIdeG...] ‘ - B e ~ |k Page + {CF Tools ~

Y- i @@ e [0 -

»

s

10/20/2003 Page 1 aof 1
Deaths by Manner and Zipcode of Place of Death
Date From : 01/01/2007 - 10/18/2008
Place of Death Zip  Matural Accident  Suicide Homicide Pending Mot Determined Totals
83213 1 8] 0 0 0 3] 1
[w

8.63x11.00In  [<] i (]

Unknown Zone

6. Click on the printer icon = to print the Report. The MS print window shown

below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.7. Deaths by Manner and Place of Injury

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Place of Injury menu item.

3. The following screen will be displayed:
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IDAHO Report: Deaths by Manner and Place of Injury

From Date: [ |

To Date:| [ |

[ Generate l

Close

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click

‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and

click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.8. Deaths by Manner and County of Injury

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

County of Injury menu item.

3. The following screen will be displayed:
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[ Generate l Cloze ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

€ http:1/75.146.233.118/IDAHODeath/IDAHORPX/pdfGenerator . aspx?ticket-1020200822242PM811 - Wind... |- [0/

@.http:,l'll'?S.146.233.11EEII'IDAHODeathII'IDF\HORPXII'pdfGenerator.aspx?t.V. | X 2|~

File Edt GoTo Favorites Help
»

o & |@http:ﬁ?5.146.233.11SHDAHODeathIIDnHORPx;pdfG...| | - B iy - |- b Page v (0} Toals -
= @ . 1lir @ ® s |- o [ -
Fd
10/20/2008 Page 1 el 1
= Deaths by Manner and County of Injury
Date From : 01/01/2007 - 10/10/2008
County Matural  Accident Suicide Homicide Pending Mot Determined Totals
Ada o 1 0 o 0 o] 1
vl
9.63x% 11,0000 [€] T B

Unknawn Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
ID-01-1010-Funeral Home

| Genesis Systems, Inc. Training Guide-1.0-10202008 Yerston:
_GNEl Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 144 of 208

Print

Statuz  FHeady
Type: Dell Lazer Frinter 3100ch PCLE

Print B ange

o
(=) All

() Current view

Subszet:

[ ]Reverse pages
Page Handling
Copies: 1 &

Fage Scaling: | Shink to Printable Area

Auto-Faotate and Center

[ ] Chooze Paper Source by POF page size

[ Prinat ta file

lF'rinting Tips] [ Advanced l

Pririter
M arne: @St Floor Color ) Froperties |

Commentz and Forms:

Driocument and karkupz

Presiew: Composzite

i )

=

nitg: Inches Zoom; 96%

141 1)

[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.9. Deaths by Manner and Zip Code of Place of Injury

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and
Zip Code of Place of Injury menu item.

3. The following screen will be displayed:

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent




Document ID:
. ID-01-1010-Funeral Home L
| Genesis Systems, Inc. Training Guide-1.0-10202008 \l/eors'on'
Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 145 of 208

IDAHO Report: Deaths by Manner and Zipcode of Place of Injury

From Date: [ | To Date:| [/ f

[ Generate l Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

& http:1/75.146.233.118/IDAHODeath/IDAHORPX/p dfGenerator .aspx?ticket=1020200824854PM403 - Windows In... (- [[0/E3

£ | http:f175.146,233, 118{IDAHODEath/IDAHORPH pdf Gener ator aspi Pticket=10 ¥ || X P~

File Edit GoTo Favorites Help

M - R »»
W dkr |“_éhttp:,l',l'?5.146.233.11S,I'ID.C\HODeath,I'IDAHORPX,I'deG...| | £ - B - = o~ |2hPage - G Tooks -
= B &l i1 j@ @[ | g :
-~
1072072008 Page 1 of 1

Deaths by Manner and Zipcode of Place of Injury

Date From : 01/01/2007 - 10/10/2008

Place of Injury Zip Natural  Accident Suicide Homizide Pending Mot Determined Totals
83008 0 1 0 0 0 o 1
=
9.63x11.000n  [€ ] I (2]
Dane Unknawn Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
ID-01-1010-Funeral Home

| Genesis Systems, Inc. Training Guide-1.0-10202008 Yerston:
_GNEl Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 146 of 208

Print

Statuz  FHeady
Type: Dell Lazer Frinter 3100ch PCLE

Print B ange

o
(=) All

() Current view

Subszet:

[ ]Reverse pages
Page Handling
Copies: 1 &

Fage Scaling: | Shink to Printable Area

Auto-Faotate and Center

[ ] Chooze Paper Source by POF page size

[ Prinat ta file

lF'rinting Tips] [ Advanced l

Pririter
M arne: @St Floor Color ) Froperties |

Commentz and Forms:

Driocument and karkupz

Presiew: Composzite

i )

=

nitg: Inches Zoom; 96%

141 1)

[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.10. Deaths by Manner and Age

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Age menu item.

3. The following screen will be displayed:
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the PDF window.

4.18.1.11. Deaths by Manner and Race

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Race menu item.

3. The following screen will be displayed:
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4.18.1.12. Deaths by Manner and Origin

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Origin menu item.

3. The following screen will be displayed:
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4.18.1.13. Deaths by Manner and Education

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Education menu item.

3. The following screen will be displayed:
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4.18.1.14. Deaths by Manner and Marital Status

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Marital Status menu item.

3. The following screen will be displayed:
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4.18.1.15. Deaths by Manner and Work Related (yes/no)

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Work Related (yes/no) menu item.

3. The following screen will be displayed:
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4.18.1.16. Deaths by Manner and Gender

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Deaths by Manner and

Gender menu item.

3. The following screen will be displayed:
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.17. Manner of Death by Certifier Type

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Manner of Death by

Certifier Type menu item.

3. The following screen will be displayed:
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IDAHO Report: Manner of Death by Certifier Type
From Date: /| To Date:| __ [ |

[ Generate l Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.1.18. Manner of Death Summary

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date and Manner/Manner of Death

Summary menu item.

3. The following screen will be displayed:
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IDAHO Report: Manner of Death Summary

From Date: __J / To Date:| [ |

[ Generate I Cloze ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon =¥ to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.
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4.18.2. Statistics by Date

To print a report, the user will need to supply a date range based on the data of
death. The report will tabulate all deaths that are within the jurisdictional rules for
the user that also meet the date range criteria. The following reports may be
printed:

4.18.2.1. Number and Percent of Deaths by Disposition

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Reports/Statistics by Date/Number and Percent of Deaths by
Disposition menu item.

3. The following screen will be displayed:

IDAHO Report: Number and Percent of Deaths by Disposition

From Date: [ To Date: __ [ f

[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown

below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.2.2. Number and Percent of Deaths by Ever in US Armed Forces

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date/Number and Percent of Deaths by
Ever in US Armed Forces menu item.

3. The following screen will be displayed:
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IDAHO Report: Number and Percent of Deaths by Ever In US Armed Forces

From Date: | [ To Date:| [ |

[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.

& hitp:1175.146.233.118/IDAHODeath/IDAHORPX/pdfGenerator.aspx?ticket=1020200842623PM175 - Windows In... [~ [0/

| http:) 75,146,233, 11 S{IDAHODeath/ IDAHORPY pdfGenerator. aspxtickst=10 % | | ¥4 || X R

File Edt GoTo Fawvorites Help

n _ 9 »
w b |{éhttp:ﬁ?s.146.233.11BJIDAHODeathnDAHORPx;deG...| | - B e v ik Page v F Tools -
[} *
= @. it i® @ [eow |1 = [ .
~
1V20V2003 Page 1 of 1
Number and Percent of Deaths by Ever In US Armed Forces
Date From : 00/01/2007 - 10011072008
US Armed Forces Number Percent
NG K B384
YES 4 35.36
]
963x11.00in  [< | I ]

Unknown Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.2.3. Number and Percent of Deaths by Certifier Type

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date/Number and Percent of Deaths by

Certifier Type menu item.

3. The following screen will be displayed:
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IDAHO Report: Number and Percent of Deaths by Certifier Type

From Date: [ | To Date:| [ |

[ Generate l Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon =¥ to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.

4.18.2.4. Number and Percent of Deaths by County of Occurrence

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.
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2. Select the Reports/Statistics by Date/Number and Percent of Deaths by

3.

County of Occurrence menu item.

The following screen will be displayed:

IDAHO Report: Number and Percent of Deaths by County of Occurrence

From Date: __{ |/ To Date: __{_{

[ Generate I Close ]

Enter the ‘From Date’ and ‘To Date’ in their respective fields and click

‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown

below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
ID-01-1010-Funeral Home

| Genesis Systems, Inc. Training Guide-1.0-10202008 Yerston:
_GNEl Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 174 of 208

Print

Statuz  FHeady
Type: Dell Lazer Frinter 3100ch PCLE

Print B ange

o
(=) All

() Current view

Subszet:

[ ]Reverse pages
Page Handling
Copies: 1 &

Fage Scaling: | Shink to Printable Area

Auto-Faotate and Center

[ ] Chooze Paper Source by POF page size

[ Prinat ta file

lF'rinting Tips] [ Advanced l

Pririter
M arne: @St Floor Color ) Froperties |

Commentz and Forms:

Driocument and karkupz

Presiew: Composzite

i )

=

nitg: Inches Zoom; 96%

141 1)
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7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.2.5. Timeliness Report

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date/Timeliness Report menu item.

3. The following screen will be displayed:

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent




Document ID:
. ID-01-1010-Funeral Home Version:
|| Genesis Systems, Inc. Training Guide-1.0-10202008 10
Issue Date: ’
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 175 of 208
IDAHO Report: Timeliness Report
From Date: [/ |/ To Date: __ [/

[ Generate l Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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Total Deaths Mumber Late (> 5 days to file) Percent Late
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6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.2.6. Average Age at Death for Males and Females

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date/ Average Age at Death for Males

and Females menu item.

3. The following screen will be displayed:
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IDAHO Report: Average Age at Death for Males and Females
From Date: __J / To Date:| [ |

[ Generate I Close ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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[ Ok, ][ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close

the PDF window.

4.18.2.7. Number of Transportation Injury Deaths by Safety Device Use

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/Statistics by Date/Number of Transportation Injury
Deaths by Safety Device Use menu item.

3. The following screen will be displayed:
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IDAHO Report: Number of Transportation Injury Deaths by Safety Device Use

From Date: __f |/ To Date:| [ |

[ Generate I Cloze ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields and click
‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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Number of Transportation Injury Deaths by Safety Device Use
Date From : 01/01/2007 - 10/10/2008
Mote: Total count may excesd the total number of deaths due to use of multipe devices.
Device Count Percentage
Mene 2 25.00
Seathelts 4 50.00
Unknown 2 25.00
Total 8 100
s
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6. Click on the printer icon =¥ to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.

Print
Frinter
M ame: @st Floor Color > Froperties |
Ctatuz  Ready Comments and Forms:
Type:  Dell Lazer Printer 3100cn PCLE Document and Markups |8
Frint B anige Prewiew: Composzite
=) Al K a5 4
() Current view e

Subzet:
[ ]Reverse pages
FPage Handling
Copies: 1 & 11
Page Scaling: | Shrink to Printable Area '.V
Auto-Rotate and Center
[ ] Choose Paper Source by POF page size

=k

[ Print to file Units: Inches Zoom; 367

141 1)

lF'rinting Tips] [.ﬁ.dvanced l [ Q. ] [ Cancel ]

7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.

4.18.2.8. Number of Transportation Injury Deaths by Decedent Role

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.
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2. Select the Reports/Statistics by Date/Number of Transportation Injury

Deaths by Decedent Role menu item.

3. The following screen will be displayed:

IDAHO Report: Number of Transportation Injury Deaths by Decedent Role

From Date: [ | To Date: __f f

[ Generate l Close ]

Enter the ‘From Date’ and ‘To Date’ in their respective fields and click

‘Generate’. The following message will be displayed:

IDAHO Report

Report is ready for Printing.

Click ‘OK’. The report will open in a new window.
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Fi
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Rale Count Percentage
OTHER 1 100.00
Total 1 100
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6. Click on the printer icon = to print the Report. The MS print window shown

below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.
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4.18.3. Burial Removal Transit Permit Log (BTP Log)

Records contained in this report indicate those records where a State of Idaho —
Authorization for Final Disposition — Transit Permit Form has not been printed by
the Funeral Home user. Records will remain on this report until either the form is
printed by the Funeral Home user or the State of Idaho accepts the record for
filing. The form may be printed at any time for expediting its completion with
physical signatures.

The BTP Log may be printed as follows:

1.

Login to the Idaho Web Death Module following the Login — System Access

instructions.

Select the Reports/Burial Removal Transit Permit Log menu item.

The following message will be displayed:

IDAHO Report

Report is ready for Printing.

Click ‘OK’. The report will open in a new window.
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Tetal Records :8 Burial Transit Permit Log
ACCENT FUNERAL HOME
Funeral Home Decedent’'s Name Date of Medical Certifier  Medical Certifier Office Cremation or  Removal Medically Certified
Licensee Death Removal from  from ID
1D Cremation =
ARNZEN SEP5.1, SEPS.1 11/11/2007 AMOLTEST. NO OFFICE ASSOCIATION X NO
RAMDY AMOLTEST
BUCHAMNAM . E. TEST.TEST 04/01/2008 Talwar, NC OFFICE ASSOCIATION X YES
Ravindranath
BUCHAMNAN . E.  KIRANMZ, KIRAN1 01/11/2008  ddd, ddd ADA COUNTY CORONER'S X YES
OFFICE
BUCHAMNAM  E. SMITH, HANNAH 02/03/2008 X o]
FRABHU, KIMBLE, JAKE 00WZ008  PRABHU, ADAME COUNTY x NO
GAURAY GAURAV CORONER'S OFFICE
BUCHANAN | E.  THOMAS, M 09/24/2008  Talwar, NC OFFICE ASSOCIATICN X YES
Ravindranath
ALIVE, LARRY ‘02¥30/2008 x NO
PRABHU, ESUNDERLAND, 10F10/2008  PRABHU, ADAME COUNTY X NO
GAURAY FILMORE GAURAV COROMER'S OFFICE
v
11.00% 10,0000 [<] | Il (2]

Unknown Zone

5. Click on the printer icon =¥ to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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6. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.
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4.18.4. Caseload by F.H. Licensee

This report will contain information regarding the caseload undertaken by each
Licensee at that Funeral Home over the past 31 days.

The report may be printed as follows:

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Reports/Caseload by F.H. Licensee menu item.

3. The following screen will be displayed:

IDAHO Report: Caseload by F.H. Licensee

From Date: __J / To Date:| [ |

[ Generate I Cloze ]

4. Enter the ‘From Date’ and ‘To Date’ in their respective fields. Ensure that the
dates are no more than 31 days apart and click ‘Generate’. The following
message will be displayed:

IDAHO Report

Report is ready for Printing.

5. Click ‘OK’. The report will open in a new window.
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Tetal Records © 2
Date Printed 10/21/2002

Caseload By Funeral Home Licensee
Date From: 05072008 To 10/0/2008

Funeral Home ACCENT FUNERAL HOME 2

Funeral Home Licensee BUCHANAN E

# of Completed Records  # of Incemplete Records
1

Cases By Method Of Disposition
Burial  Cremation Donation Entombment Other RemovalBurial  RemowvallCremation  RemovaliDonation  RemovallEntombment  Remowval/Other
1

Coroner Cases
Coroner Contacted Coroner Not Contacted

1

Funeral Home Licensee PRABHU,GAURAV

# of Completed Records  # of Incemplete Records
4

Cases By Method Of Disposition
Burial  Cremation Donation Entombment Other Removal/Burial Removal/Cremation  RemovaliDonation RemovallEntombment Removal/Other

1 3
Coroner Cases
Coroner Contacted Coroner Not Contacted
3 1
[
11.00x10,00in  [<] | I B

Unknown Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.
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4.18.5. Death Disposition Log

This report will contain summarized information about every record entered at a
Funeral Home over the past 31 days.

The report may be printed as follows:

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Select the Reports/Death Disposition Log menu item.

3. The following screen will be displayed:

IDAHO Report: Death Disposition Log

From Date: __{ [ To Date: __f__f

[ Generate I Close ]

Enter the ‘From Date’ and ‘To Date’ in their respective fields. Ensure that the
dates are no more than 31 days apart and click ‘Generate’. The following
message will be displayed:

IDAHO Report

Report is ready for Printing.

Click ‘OK’. The report will open in a new window.
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ﬁ Total Records - 6 Dieath Disposition Log
Idaho Department of Health and Welfare
! 0310V2008 - 101072008
Decedent’s Name Decedent's County Method OF Funeral Home Case
THOMAS Date Of Death  OF Death Dispaosition Of Record Number x
!. i' M OS/2472008 FREMOMNT BURIAL ACCENT FUNERAL HOME 3
Demaographic  Cause Of Death  Certifier's Authorization for Disposition Coroners Authorization for Cremation
EorEE B Status Date Certifier Name Status Date Coraner Name
NC YES Mot Compliete Tawar, Talwar Net Complets
Decedent’s Name Decedent's County Method OF Funeral Home Case
s Date Of Death  OF Death Dispaosition Of Record Number
RO 02472008 BEAR LAKE CREMATION ACCENT FUNERAL HOME
Demaographic  Cause Of Death  Certifier's Authorization for Disposition Coroner’s Authorization for Cremation
Complete Complete Status Date Certifier Name Status Date Coroner Name
YES HO Complete 1011 0v2003 PRABHU FRASHU Compiete 10102008 PRABHU GAURAY
Decedent’s Name Decedent's County Method OF Funeral Home Case
BLIVE Date Of Death  OF Death Dispaosition Of Record Number
LARRY 05/302008 ACCENT FUNERAL HOME
Demographic  Cause Of Death  Certifier's Authorization for Disposition Coroner’s Authorization for Cremation
Lol status Date Certifier Name Status Date Coraner Name
M NO Mot Compiete Mot Comiplete:
Decedent’s Name Decedent's County Method Of Funeral Home Case
sUBLIC Date Of Death  OF Death Disposition Of Record Mumber
JOHN 1040172008 EINGHAM CREMATION ACCENT FUNERAL HOME
Demographic  Cause Of Death  Certifier’s Authorization for Disposition Coroner’s Authorization for Cremation [v
11.00x10.00in  [¢] | m (3]

Unknawn Zone

6. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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7. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.
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4.18.6. FOD Timeliness Report

The Fact of Death Timeliness Report contains information regarding the
Timeliness of filing a record. The FOD Timeliness column will indicate the
number of days a record has remained unresolved since the Date of Death.

The Report may be printed as follows:

1. Login to the Idaho Web Death Module following the Login — System Access

instructions.

2. Select the Reports/FOD Timeliness Report menu item.

3. The following message will be d

IDAHO Report

isplayed:

Report is ready for Printing.

4. Click ‘OK’. The report will open i

n a new window.
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Fact Of Death Timeliness Report Total Records = 3
1072172008
ACCENT FUNSRAL HOME 4
Funeral Home Licensee (Last, First)  Decedent's Name Date of Death  OVS Status  SSN Transmission Date  FOD Timeliness
ALWVE LARRY Dar302008 FAILSSM 03002008 21
Unresolved Fields: STATE S0URCE OF DEATH, MOTHERS MAIDEM, MOTHER'S FIRST NAME, FATHER'S SURNAME, FATHER'S FIRST MAME. PLACE OF
BIRTH L
Funeral Home Licensee [Last, First)  Decadent's Name Date of Death  OVS Status  $SM Transmission Date  FOD Timeliness
PRAEHU GAURAY PUBLIC. JOHN 100172008 FAILSEM 1VI72008 20
Unresolved Fields: MIDDLE NAKE,
Funeral Home Licensee (Last, First)  Decedent's Name Date of Death  OWS Status  SSM Transmission Date  FOD Timeliness
PRAEHU GAURAY SCURKEJASON 10/0572008 FAILSEM 1082008 16
Unresolved Fields: MIDDLE KAKE,
Funeral Home Licensee [Last, First) Decedent's Name Date of Death  OVS Status  5SN Transmission Date FOD Timeliness
PRAEHU GAURAY SUNDERLAND,FILMORE 101072008 FAILSSN 1ViS2008 11
Unresolved Fields: MIDDLE HAKE,
[»
11.00x10.00in  [¢] | i (2]

Done Unknown Zone

5. Click on the printer icon = to print the Report. The MS print window shown
below will be displayed. Select the appropriate printer from the Printer list and
click ‘OK’.
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6. Once the Report has printed, click the X at the top right hand corner to close
the PDF window.

Genesis Systems, Inc. —- CONFIDENTIAL - Not To Be Released Without Written Consent



Document ID:
' . ID-01-1010-Funeral Home o
| Genesis Systems, Inc. Training Guide-1.0-10202008 Yersion:
5 Issue Date: :
10/28/2008
Title: Approved By: Page No:
Idaho Web Death Module — Funeral Home Section Annachristine Hoover 196 of 208

4.19. Medical Data Entry Tips

This chapter has been included in this User Guide so as to provide Funeral
Directors with tips regarding Medical Data Entry. A funeral director will
need to perform Medical Data Entry once he/she receives a completed
Death Certificate Worksheet from a non-participating Medical Certifier.

The obijective of this chapter is to address data entry completion topics so that
records may be available for further processing. Most of the data items that need
to be completed will only require the ‘Tab’ key to advance to the field, typing the
necessary information and then pressing the ‘Tab’ key to advance again. This
chapter attempts to address the remaining scenarios.

4.19.1. Certifier Fields

The ‘Certifier’ fields are among the first ones encountered once the record is
initiated by entering data on the ‘New Record’ screen. If the login location has
multiple Certifier Types, a user will need to select a Certifier Type from a drop-
down list. Once the Certifier Type is selected, the user may search for a specific
Certifier using the ‘Search’ button or may select a Certifier from the ‘Certifier
Name’ drop-down list. Address and contact information of the selected Certifier
will automatically populate on the screen and will not be editable.

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.

2. Retrieve an existing record designated to a non-participating medical certifier.

3. If not automatically populated, select the desired Certifier Type from the
‘Certifier Type’ drop-down list (located below the Certifier fields on the
Medical 1 tab)
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CERTIFIER
Certifier Type:

Certifier Name:

Certifier Office Name:
Phone:

Fax:

E-Mail Address:
Preferred Method Of Contact:
Licenze Number:
Address:
State/Country:
County:

City/Town:

Zip:

Date Certifier Signed:

—Select a value— O

PHYSICIAN
PHYSICIAMN ASSISTANT
ADVANCED PRACTICAL MURSE

Zip Ext:

4. With the ‘Certifier Type’ selected, click on the ‘Search’ button to search for a

desired Certifier.

CERTIFIER

ame: =

L
[¢]
[5¢]

Certifier Office Name:
Phone:

Fax:

E-Mail Address:
Preferred Method Of Contact:
Licenze Number:
Address;
State/Country:
County:

City/Town:

Zip:

Date Certifier Signed:

£ PHYSICIAN A

(=1
o
=

Zip Ext:

5. Enter all available information about the Certifier you are looking for on the

screen below and click ‘Search’.
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Search - Certifier

First Name Middle Name

Last Name

[ ok | cance |

Search - Certifier

6. All Certifiers at that login location who match the search criteria entered will

populate the grid below.

First Name Middle Name

ast N
Last Name E—

First Name Widdle Name Last Name Qffice Name Addres:
DAWID HARLIN SMITH SMITH, DAVID HARLIN MED OFFICE 235 WE

[ ok | cance |

Click on the desired grid entry to select the Certifier and click ‘OK’.

7. The selected Certifier's name will appear in the ‘Certifier Name’ field and the
Certifier's Address and Contact Information will populate the corresponding
fields.
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CERTIFIER
Certifier Type: PHYSICIAM 2
Certifier Mame: DAVID W
Certifier Office Name: SMITH, DAVID HARLIN MED OFFICE
Phone:
Fax:

E-Mail Address:
Freferred Method Of Contact: MAIL
License Mumber: M-01764

Address: 235 WEST 13TH STREET
State/Country:  IDAHO

County: BONMNEVILLE

City/Town: IDAHO FALLS

Zip: 83402 Zip Ext:

Date Certifier Signed:

4.19.2. Pick List Navigation (MindsEye®©)

The Decedent’s Place of Death fields illustrate the concept of ‘drop-down’
menus. Using abbreviations, as discussed in the examples below, will expedite
data entry.

PLACE OF DEATH

Type of Place: OTHER (SPECIFY) .4
(Specify): James Beach Hospital
Street Address: 78 University Drive

Or

Latitude/Longitude:
State: —-Salect a value-—- w

County:

City/Town:

Zip:

Zip Ext:

1. Login to the Idaho Web Death Module following the Login — System Access
instructions.
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2. Retrieve an existing record designated to a non-participating medical certifier.

3. Set focus on the ‘State’ field by clicking on the field. Begin typing the name of
the state or country you wish to enter in this field.

State IDAHO b
IDAHO
IDAHO TERRITORY

v' The drop-down list will populate with the names of those states that match the

information typed in. The field itself will auto-populate with the name of the
state that matches the information typed in.

v' Some geographic entries that include state and city also capture the county
as is the case here. As a result, the list of cities is filtered to include only cities
within the state and county already selected. Some geographic questions
require only the state and city. If the ‘State/Country’ field is not populated, you
will not be able to select a value in the ‘County’ or ‘City’ fields. If a state is

selected in the ‘State/Country’ field, then the ‘County’ must be selected before

the list of options for the “City’ field is available.

v If a foreign country is selected in the ‘State/Country’ field, then the ‘County’
field will be disabled (if it is part of the address.) In these cases, selecting the
foreign country will disable the ‘County’ field and load the ‘City’ pick-list with
options associated with the country selected.

4. With focus on the ‘County’ field, begin typing the name of any county in the

state selected in the ‘State’ field. When the desired option is highlighted press

the ‘Tab’ key to select that choice and advance to the next field.

4.19.3. Making New Entries in Pick Lists

When a Town or City you want is not in the list even though it is a valid
Town/City, you can add your entry to the list. This is referred to as ‘Add on the
Fly’. It allows the user to add an item that is not in the list when necessary. To
access this choice:

1. Complete data entry in the ‘Place of Death’ fields up to the ‘County’ field as
shown in section 4.19.3 Pick List Navigation.
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2. Set focus on the ‘City/Town’ pick list. Open the list by pressing the ‘Down
Arrow’ button and use one of the following methods to add a City/Town on the

fly:
3. Select the ‘—Add New—* option by one of the following options:

a. Use the mouse to SCROLL down to the bottom of the list. The very
last option in the list that will allow ‘Add on the Fly’ is a choice ‘--

Add New--.
City/Town: w
KIUMA -
MELBA
MERIDIAM
MIDDLETOM
HAMP A

STAR

b. OR use a keyboard short-cut. The first character of this special
entry is a hyphen *-‘. Type this character into the ‘City Of Birth’ field
and press ‘Enter’ to select that option.

City/Town: - Add New =

— Add New —

4. The ‘AOF — City/Town’ screen will appear.
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AOF - City/Town

City/Town

Carlozvela

State/Country
County
City/Town
FIPS Code

Local Code

State/Country County Fips Code Local Code Dizplay In List Validated
IDAHO ADA NEVER Falze

Record Time Stamp
10/6/2008 12:10:25 PM

a. Look at the list in the grid at the bottom of the screen (if there is one) to
see if the item you need may already be there. This would be the case if
the item has already been added ‘On the Fly’ by someone else but has not
yet been ‘reviewed’ and accepted by the State Office as a valid new
addition to the list. If the option you need is in the list, click on it with the
mouse and then click on ‘OK’.

b. If the item is not in the extended list, set focus on the ‘City/Town’ field,
type in the new entry you need and click ‘OK’. The new location will be
added on the fly.

4.19.4. Screen Tab Navigation — Next and Previous buttons

Depending on the ‘Type of Place’ of Death entered in the Place of Death fields,
the ‘Place of Death’ field or the ‘Zip Ext’ field will be the last field on the ‘Medical
1’ tab and therefore the next field that needs a response will be on the ‘Medical 2’

tab.
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PLACE OF DEATH
Type of Place: HOSPITAL - DEAD OM ARRIVAL =2
Flace Of Death: GARDEM VALLEY CLINIC 4
b
Street Address;
OFFICE
or
Latitude/Longitude:
State:
County:
City/Town:
Zip:
Zip Ext:

[ Previous ]

v

Pressing ‘Tab’ from the ‘Place of Death’ field will advance the user to the ‘Next’
button located at the bottom of the screen. When focus is on the ‘Next’ button a
user can press the ‘Enter’ key to advance to the ‘Medical 2’ screen. Users can
also navigate to various Screen Tabs by clicking on them with a mouse. Clicking
on the ‘Previous’ button will take a user to the previous screen.

4.19.5. Date and Time of Death/Date and Time Pronounced Dead

Medical 1 Medical 2 M

The ‘Date and Time of Death’ and ‘Date and Time Pronounced Dead’ fields will
require a user to enter the ‘Date of Death Type’ and ‘Pronounced Date Type’ as
well as the ‘Time of Death Type’ and ‘Time Pronounced Type’ which in each

case will be either ‘Actual’ or ‘Estimated’.
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DATE AND TIME OF DEATH DATE AND TIME PRONOUNCED DEAD
Date Of Death Type: |-Salect 2 value— ¥ Pronounced Date Type: —Salact 3 value— b
Date Of Death From: To: Date Pronounced Dead From: To:
Time Of Death Type: |-Select 3 value— b4 Time Pronounced Type: —Select a value— b4
Time Of Death From: AMSPM: Time Pronounced Dead From: AM/PM:
To: AMSEM: To: AMSEM:

Depending on whether the user chooses ‘Actual’ or ‘Estimated’, a single
date/time field or a date/time range will become enabled in each case for data
entry.

Date Of Death Type: W

ACTUAL
ESTIMATED

4.19.6. Cause of Death fields

Cause of Death fields will require a user to enter the chain of events - diseases,
injuries, or complications that directly caused the death. Terminal events such as
cardiac arrest, respiratory arrest, or ventricular fibrillation should not be entered
without showing the reasons for the occurrence of these events.

Cause Of Death - Part I [~ Cause Of Death Is Pending
Enter the chain of events - diseazes, injuries, or complications that directly caused the death. DO
MNOT enter terminal events such as cardiac arrest, respiratory arrest, or ventricular fibrillation

without showing the eticlogy. DO NOT ABBREVIATE. Enter only one cause on a line:

Approximate Interval: Onset to Death

Cause of Death - Part II : Enter other significant conditions contributing to death but not resulting in the underlying cause
given in Part I

If the ‘Cause of Death Is Pending’ checkbox is checked, all Cause of Death fields
will be disabled.
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Cause Of Death - Part I Guse Of Death Iz Pending

Enter the chain of events - di , INJUries; UT o =Py caused the death. DO
MNOT enter terminal events such as cardiac arrest, respiratory arrest, or ventricular fibrillation

without showing the etiology. DO NOT ABBREVIATE. Enter only one cause on a line:

Approximate Interval: Onset to Death

o oo

It

Cause of Death - Part II : Enter other significant conditions contributing to death but not resulting in the underlying cause
given in Part I

4.19.7. Date and Time of Injury AND Place of Injury fields

These fields will capture injury-related information as shown below.

DATE AND TIME OF INJURY PLACE OF INJURY

Any Injury Information To Report: YES w Place of Injury:

Injury Date Type: | --Select a value-- w7 Injury at Work: | —Select a value—- 7

Date Of Injury From: To: Street Address:

Injury Time Type: —Select a value— v Apt:

Injury Time From: AM/PM: Latitude/Longitude:

To: AM/PM: State/Country: | —Select 3 value— Y

County: —-Select a value-- g
City/Town: -Select 3 value- g
Zip: w
Zip Ext:

If a user enters ‘NO’ in the ‘Any Injury Information To Report:’ field, all other Date
and Time of Injury and Place of Injury fields will be disabled.

DATE AND TIME OF INJURY PLACE OF INJURY
Any Injury Information To Report: NO w Place of Injury:
Injury Date Type: Injury at Work:
Date Of Injury From: To: Street Address:
Injury Time Type: Apt:

Injury Time From: AM/PM: Latitude/Longitude:
To: AM/PM: State/Country:
County:
City/Town:
Zip:
Zip Ext:
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4.19.8. Record Comments

Certain events that take place, such as when a coroner declines a designation or
a referral, require that a comment be entered. These comments are stored and
can be viewed in a grid on the Comments tab of the data entry screens. The
following information regarding each comment will be stored:

v Action that Required the Comment

v" User logged in when the comment was entered
v' Date and time the comment was entered

v Text of the comment (600 characters)

Comments may be entered or viewed by clicking on the Comments Tab in
Medical data Entry.

Functions * Registration * Reports ™ Tools ¥ Help *
A8 B XOC S M BN == @
uUnresolved Work Queue Filter: Unresolved Work Queue:
MEDICAL DATA ENTRY INCOMPLETE v RICHMOND JAME 10/10/2008 =

Demographic 1 Demographic 2 || Demographic 3 Demographic 4 | Medical 1 Medical 2 Medical

Any Injury Information To Report(Medical Data Entry)
COMMENTS o

Enter any comments into the box below

Add Comments

10/13/2008 1:53:40 PM : Gaurav Prabhu - MEDICAL - GENERAL COMMENT :
Injury Information incomplete.

-

4 L3
Fecords in Queue:|3 Field Name:| Any Injury Information To Report Field Status: Resolved Current Action:|Updating Record Unresolved List

Enter a comment in the box provided and click the ‘Add Comments’ button to
add the entered comment to the record.
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